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1 Welcomel

The Virtual FRG (VFRG) Web system has been developed to help your Family Readiness Group (FRG)
prepare families for deployments, unaccompanied tours and extended temporary duty assignments. Your
FRG site helps you to easily and effectively communicate the latest news and important information to
your military families.

In this guide, we'll give you the information you need to establish an FRG site, and how to add and
manage the content and resources of your FRG site.

2 Creating a VFRG Website

In order to receive an invitation to setup a vVFRG website, you must be registered with the VFRG web
system. This enables the VFRG System Administrator to select your information from the database and
invite you to setup a VFRG website.

2.1 VvFRG Registration

Each Site Administrator must register with vFRG in order to establish a vFRG website.

To access and register with vVFRG:

1. To access VFRG, open the internet browser and enter http://www.armyfrg.org to access the
Virtual FRG web site. The vFRG Home page will appear.

2. Select Registration in the upper right corner of the vFRG window; you'll be taken to the
Registration window.

3. Select Click here to register now; The Registration Form will appear. To conserve space, only a
portion of the Registration Form is displayed.

Registration: Site Registration

Register for this site.

Registration Form [*

*lser Mame | |

*Password | |

* Confirm Password | |

*First Marne | |

Last Mame | |

e Fill in the Registration fields and select Continue to proceed with the registration process. A
Verification dialog will appear displaying the information entered.

e Should any information need editing, select the entry and the Registration Form will reappear.

Virtual FRG Site Administrator’s User Guide 1



7 Ve
Defense\Wcb
DefenseWeb Technologies Proprietary and Confidential ~/

NOTE: You will have to reenter your password and confirm password.

4. Make corrections, and reenter your password and confirmation password as necessary and
select Return. You'll be returned to the Verify your Information dialog.

5. Select Register to continue with the registration process. The Registration complete dialog will
appear.

Registration: Your registration information is...

Subscribe to this FRG
Registration complete.
|Thank you for registering. You have been pre-approved and logged into the site. ‘
6. Select Continue; the screen will change to the FRG Finder window.
2
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e Creating your VFRG Website - Creation Wizard

® Once you have registered with the vVFRG system, inform the system administrator; they will email
you a VFRG Web System Invitation. Registration is required in order for the FRG system
administrator to find and confirm your information and site requirement in the database.

e NOTE: To ensure all required FRG Creation Wizard pop-up windows will appear, enable
pop-ups on your web browser.

e To setup a vVFRG website:

e Within the invitation email, select the link to begin the vFRG Creation Wizard. The Army FRG
Login Display Disclaimer will appear.

e Select OK, you'll be directed to the ARMY FRG login.

Login: Login .

Login | Register | Forgotten Your Password?

Please enter your username and password here to gain access to this site.

*Usarname | |

* Pasgword | |

Forgot your password?
Register for this site.

[ ]

e Enter your username and password established during registration. Select Login. A Security
Alert pop-up will appear stating redirection to an unsecured connection.

e Select Yes to continue. The FRG Creation Wizard dialog will appear.

Virtual FRG Site Administrator’s User Guide 3



7 Ve
Defense\Wcb
DefenseWeb Technologies Proprietary and Confidential ~/

FRG Creation Wizard

ParentFRG  ArmyFRG Stading

Please enter the name of your FRG. Ifthe 'Released' hutton is checked, the new subsite will be visible ta the
public.

* Mame |Test Tnit |

Motto | |

Micknarne | |

Please indicate whether your FRG will be viewable by the public. It is recommended that you initially leave
this unchecked, and then change it later once you have added content to your FRG.

Released
O

[ ]

e Edit your FRG or Unit's name. This will appear in your websites banner.
e Enter your FRG or Unit's motto. This will appear in your websites banner.
e Enter your FRG or Unit's nickname.

e Check the Released check box to make your FRG viewable to the public, or leave it unchecked
until the FRG content has been added. If you decide to leave it blank, you will be able to Release
the site by referring to Section 16.4, FRG Site Management Tools, Edit FRG.

e Note: Family and friends users will only be able to select your unit’'s FRG site if it in the
Released mode.

e Select Continue, you'll be directed to the Shortcut Information dialog. Here you'll be able to add
your unit’s nickname, or something else of relevance, which will be added to the ArmyFRG URL
and direct you to your units FRG site.

Shorteut Information

Site shortcuts redirect a sub-path of a url {i.e.
"hitp:iiyoursite!SHORTCUT'). Your shorcut must contain only the
following characters:

& alphanumeric characters (Ato Z, atoz Oto &)

e thefollowing characters: -_ 1~

Shortcut Type  Site

* Shortcut

Ut httpistaging-arrmyfraiskinsfammyF RGIdisplay. aspx?
SetSubsitelD=(5930a64-8128-4619-9e587-bdbab0bah0af

WLdd.Sharteut,

Virtual FRG Site Administrator’s User Guide 4
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e Select Add Shortcut; the shortcut will be added to the ArmyFRG URL and the Banner options
dialog will appear.

Create a banner from one the following templates

Fleaze salect a background image faryvaur banner,

Banner

Continue

® Select a banner checkbox.

e Select Continue, the FRG Creation Wizard will display the banner selected, with your units name
and motto displayed.

2} FRG: FRG Creation Wizard - Microsoft Internet Explnrer

FRG Creation Wizard

Ifyau are satisfied with wour banner, please click the Finish button. Otherwize, please click the Discard button to
create anather banner.

Test Unkit o '

Always Ready

Discard  Finish_ [l
2
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e Select Finish to retain the displayed banner, or select Discard to be returned to the banner
options dialog. Select a replacement banner and select Continue.

e Once you select Finish, a confirmation window will appear stating your new FRG has been
created.

2l FRG: FRG Creation Wizard - Microsoft Internet Explorer

FRG Creation Wizard

Your new FRG has now been created. Click the finish button to close this window and continue.

e Select Finish, you should be directed to the Army FRG home page and the next step in setting up
your VFRG website.

e Selecting an FRG

e Once your unit's FRG website has been established select the My FRG drop-down list located on
the home page of your site. The list of vFRG sites you have subscribed to will be displayed; right
now, there will only be two, Army FRG and the site you just established.

e To get started, go to the Virtual FRG Web site (http://www.armyfrg.org). Use the Select FRG
drop-down menu at the top of the page to select your FRG's site. Press the Go button. (Note: If a
site has not already been created for your FRG, see the FRG Creation Wizard topic in this guide
for more information on creating new FRG sites.)

wy ¥ros > EEITEEEY oo

AR
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e Once you've navigated to your VFRG's site, click the Login link at the top of the page, right under
the site banner.

e Enter your Username and Password. Then, press the Login button.

Login | Register | Forgotten Your Password?

Please enter your username and password here to gain access to this site,

*sername |Janesm1th

*Pasgmord |.......... |

B Forgotvour passward?
B Reuister for this site.

3 Managing Your VFRG Site

Once you have logged in, you will see some changes in your VFRG's site. You will see small pencil ( ‘5’)
or “editing” icons scattered throughout the site. By clicking these icons, you can directly access a form to
update the content on your site.

You will also see a link to access the Control Panel.

Home | Control Pan.EI | Logout | Profile !

The Control Panel is your link to managing the content on your vFRG'’s site. From the Control Panel, you
can easily access tools to add subscribers, and to review, manage, or add content to your site. The main
navigation screen of the Control Panel is called the Management Index.

From the Control Panel index, click on a module name to access that module’s management tools. For
example, if you want to add a news article, click the News link.

Virtual FRG Site Administrator’s User Guide 7
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4 Managing VFRG Site Subscribers

One of the most important responsibilities as a Site Administrator is authorizing subscribers to your unit’s
VFRG site. Refer to your unit’s policies and procedures for authorizing subscribers prior to continuing with
the vFRG Subscriber process.

4.1 Adding Subscribers

The user/subscriber must go through a number of processes in order for you, the administrator, to be
notified of their request for a subscription. These include:

o The Subscriber must register at www.armyfrg.org
e The Subscriber must subscribe to your vFRG website.

e The Subscriber must add Soldiers of Interest from your unit in order to be approved access.
More than one Soldier of Interest can be entered.

Sponsor: Soldiers Of Interest

Use this page to add or delete your soldiers of interest.

Snldi_ers Of Interest: Test vFRG

In arder to continue your subscription process, you must enter at least one soldier of interest.
Click the "Add Mew" button to get started. Ifyou are a soldier, click the "Add Yourself hutton to
enter vour own information.

Last, First Last 4 digits of the soldier's S5N

You currently have no soldiers of interest.

Add Yourself _Add New

7. The Subscriber must complete the DEERS/AKO Authentication in order to sponsor other users.
Otherwise, this step is optional.

Once a user/subscriber registers for your unit's vFRG site, enters Soldiers of Interest, you the
administrator will receive an email stating a new subscriber has registered.

Virtual FRG Site Administrator’s User Guide 8



¥ L ]
Defense\\Web
DefenseWeb Technologies Proprietary and Confidential h

Note: Subscribers will be automatically approved if their Soldier of Interest has already registered
them with the soldier’s unit vFRG site.

To Approve Subscribers to your vFRG Site:

1. Once a potential subscriber has registered with vFRG and selected your unit’s vFRG site, and
entered Soldiers of Interest you'll receive an email for a request for subscription.

You have a subscription request for your vFRG site.

A support@defenseweb com
cfletch_2001@hotmail, com; Christine Hall - Defenseweb Technologies

The following user has applied for subscription to
vour vFRG., [(Test wFRG)

MNatne: Jason Doe
Uzernatne: Jjason.doe
Foldiers of interest: Jason Doe, Johnh 3with

Click here to approve this subscription:
httpz://www. armyfry.org/skins/ ArmyFRG/display.aspx?
mode=manage smoduleid=ef12bd22-c£50-45c1—
al3ff-6el135559a=97

Thank wou,

wFRE Wleb Support

2. You will be directed to your sites Subscription List. Go to Step 5.

3. An alternative is from you home page, select Control Panel, the Control Panel: Management
Index window appears.

4. From the Custom Modules pane, select Subscription List; a list of current user/subscribers will
appear, both approved and not approved.

Virtual FRG Site Administrator’s User Guide
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Subscribed Users =

Subscribed Users: DemoFRG

ALL
Soldiers OF Inferest Approved Can Admin Can Create
it B sdmin, FRG {none)
od [ Smith. Jane % - Tim Smith 1122 I O ]
st E grmith, Ted X - Mary Thomas (1122) 0 0
bt Bl vyhalen, Elizabeth X - LarryWhalen (1234) Ll O

X - Soldier Mot A Sponsor or Mot Subscribed
M- User Mot Sponsored
S- UserS8ponsaored

ExportList ~ Refresn Save Checkbox Changes

5. Select the check boxes that apply to new subscribers. Select Save Checkbox Changes. The
Subscription List will remain, with changes to subscribers saved. NOTE: You can send the
user an email by clicking the envelope to the left of the user’s name.

Subscribed Users

Subscribed Users: DemoFRG
ALL
Soldiers Of Interest Approved Can Admin Can Create
td B pdmin, FRG (none)
e 2 Srriith Jsine X - Tim Smith 1122} 0 0
it [E] Smith, Ted X~ Mary Thomas (1122} | ]
st Bl ywhalen, Elizabeth X - Latryitihalen {1234) 0 0

X - Soldier Mot & Sponsor or Mot Subscribed
M- User Mot Sponsored
S - User Spaonsored

Export List Refresh Save Checkbox Changes

Virtual FRG Site Administrator’s User Guide 10



¥ L ]
Defense\\Web
DefenseWeb Technologies Proprietary and Confidential h

4.2 Subscribers Export List

At the bottom of the Subscribed Users window is Export List. This application opens an excel spread
sheet of all subscribers to your units VFRG displaying their names, addresses, telephone numbers, and
approval status. This allows you the unit administrator to print, save or email your units subscribers list.

To view the Export List

1. From the Subscription List/Subscribed Users select Export List. An MS confirmation window will
appear

File Download X]

Do you want to open or save this file?

-'ggll j MName: subscriber_list.csy

Type: Microsoft Office Excel Comma Separated Yalues Fil...

From: - wiwmw. armyfrg.org

sl l[ Save ]| Cancel |

harm wour computer, 1f you do not tust the source, do not oper or

@ Wwihile files from the Internet can be uzeful, some files can potentially
zave this file, What's the risk?

2. Select Open, Save or Cancel. By selecting Open, the Subscriber List in Excel format will appear.

@ Microsoft Excel - subscribe r_Ii'st'[1 ].csv
@_’] File Edit Miew Insert Formab  Tools Data  ‘Window  Help
NEHRS SR VE & BT Sz -4l e [ -w - B ZIU =z
Al - f First Mame
il 7o ) (R | ORI S| AR =) SO = ) R = ) - ) Ol ) 500070 O ) =) ol
1 [First Marndlast NameEmail Address 1 Address 2 City State Country  Zip Prirmary Pt Secondary vFRG AppivFRG Adrr
2 [FRG Admin support@c 4150 Mission Blvd | San Diego California United Sta 92103 555-555-1212 TRUE TRUE
3 |Jane Smith elizabeth.r 4150 Mission BElvd. | San Diego California  United Sta 92108 858-555-1212 TRUE | FALSE
4 [Ted Smith elizabetﬁ}MS_D Migsion Blvd, |San Diego California United Sta, 92103 519-555-1212 TRUE | FALSE
5 |Elizabeth “Whalen elizabeth.w4150 Miss Suite 220 |San Diego California | United Sta 92103 858-5551212 TRUE FALSE

3. Once the Subscriber List is open, you'll be able to manipulate it as with any other excel spread
sheet. Select File — Exit to return to you unit's VFRG Subscription List: Subscribed Users.

4.3 Modifying Your VFRG Site Subscribers

Should you need to disapprove or unsubscribe a previously approved subscriber, conduct the following
procedural steps:

Virtual FRG Site Administrator’s User Guide 11
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1. From your site’s home page, select Control Panel. The Control Panel: Management Index
window will appear.

2. Inthe Custom Modules, select the Subscription List, you unit’s vFRG site Subscription List will
appear.

Subscribed Users =

Subscribed Users: DemoFRG
ALL ™
Soldiers OF Interest Approved Can Admin Can Create
o [ pdrmin, FRG (none)
bt (2 Srniith, Jane 3 - Tim Srith {1122} = 0
vt BB srith, Ted ¥ - Mary Thomas (11223 al I
bt Bl vihalen, Elizabath X - LaryWhalen (1234) E O

X - Soldier Mot & Spongor or Mot Subscribed
M- Lser Mot Sponsored
S- User Sponsared

Export List Refresh Save Checkbox Changes

3. Each User’s name is a link to their User Subscription Status. Click on the name whose
subscription you wish to view or edit.

Subscription List: Update WUser. Subscription...

Control Panel © Manage Subscribers ; Update User Subscription Status
Manage Subscribers | Configure Module

Approve or Unapprove a subscription. Unsubscribe a user.

User Subscription Status

Mame Janice Doe
FRG  TestvwRG
Soldiers of interest

Status  Approved

Unapprove UnSubscribe Back To Roster

Virtual FRG Site Administrator’s User Guide 12
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4. By clicking on Unapprove, the User Subscription Status will change to Not Approved.

5. By clicking on UnSubscribe, a confirmation widow will appear. Select OK or Cancel as
appropriate.

Microsoft Internet Explorer

\ ? ) Are you sure you wank bo unsubscribe this user From this FRG?

L o4 J[ Cancel J

6. If OKis selected, the User Subscription Status window will change, stating the user is no longer
subscribed to your vFRG. You will also have the option to Subscribe the User if you do not want
to unsubscribe the user.

Subscription List: Update User Subscription...

Control Panel ; Manage Subscribers ; Update User Subscription Status
Manage Subscribers | Configure Module

Approve or Unapprove a subscription. Unsubscribe a user.

User Subscription Status

Mame Janice Doe

FRG TestwFRG

This user is not subscribed to this FRG. Subscribing to an FRG is usually something a user does, hutthis can be done for
them by clicking the "Subscribe User" buttan below,

eibscrbelisely | (Backlo Rostery

7. By selecting Back to Roster, the user will be removed from the Subscription List if they were
unsubscribed, and you'll be returned to the Subscribed Users Roster.

4.4 Sponsoring Others

5 FAQ

You can add, manage, or remove Frequently Asked Questions (FAQ) submitted by your site users with
the FAQ management tools. These FAQs are short information resources that address common issues or
concerns. You can use the FAQs on your site to answer your visitors’ questions about deployments,
unaccompanied tours and extended temporary duty assignments.

Virtual FRG Site Administrator’s User Guide 13
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To access the FAQ management tools:

1. Navigate to the Control Panel from your sites vVFRG home page.

2. Click the FAQ link. You will see a list of categories in the FAQs of your site. Click on a category to

view a list of FAQs that have been added to that category.

Find an FRG

Sponsor, Others
Invite:a New Member

Search

What's

FRIG Lea

Chaplain's Corner

Kids & Teens

Download Center

Links

News

Photo Gallery

Kids Postcards

PostCards

FAQ

FAQ Index

Want to know the basics about this site? Our organization? Get the answers to all of your
(uestions here.

Featured Questions =

What are categories? &
[11/5:2005]

Axway to arganize content within your Content Management System.

When can my unit get started? &

[B/E12005]

The Army-wide release ofthe vFRG systemn is scheduled for October 2005, Before that time yau
may.

Begin browsing the current beta units at www.armyfrg.org for ideas, and

Register for the vFRG Wait List at wwewe armyfrg.org.

Will my unit's site be immediately available upon release? &
[B/E2005]
Mo, The Army-wide release ofthe vFRG system is scheduled for October 2005, At that time, units

on the Wait List will he configured first. There will be a "set-up’ period oftime hefare all units will
be up and running.

Categories [+ [+

About the FRG Leader Resource Center (4) &/ FRG Leader Resource Center (1) &2

About the vFRG system (10) &2 Sample viRG FAQSs &
About vFRG Site Administrators (5) & Technical Questions about the vFRG (10} &

Feedback FAQs (3) &

3. The Featured category contains items that appear on the module user index page and are

displayed more prominently to visitors. The five most recent FAQs will appear on the user side.

4. The status of each FAQ is indicated in the Status column, next to the FAQ name. The legend at
the top of the index page indicates what the colored circles mean. An FAQ must be released and
published to be visible to the public. If authorized, you can change the status of a FAQ when

adding or editing it.

#* Releazed ! Publizhed Feleazed /Mot Publizshed #® Mot Released § Mot Published
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5.1 Adding a FAQ

1. Select the FAQ category that you want to add the question to.

Control Panel : FAQ Management

FAGQ | Options | Configure Module

Use this page to create o1 edit categories and questions, and modify their content and attributes. Click on a category to begin.

® Released / Published Released i Not Published  ®  Not Released 1 Not Published

© Deployment Questions

I FAQ Categories Hame | Date Added | Status
W Featured (D) ‘ © Edi Where is the unit going? 0832004 .
Deploymnent Quest (3)
I Getting Started (2) Add Guestion & unit going? 080372004 .
- rumers w Edit Categor: % .
Tl uncategorized (o) is the deployment? 0832004 .

- Add SubCategory

¥ Discarded (0} _

mefits or entitlements change while my  0803/2004 .
FBeorder Questions : deployed and how will | know?

Bsteh Update Questions  jaye a military pay of other problem? 080372004 .

1. Click the edit ( ‘5’) tool to the category name and select the Add Question option. The FAQ: Add
Question dialog will appear.

FA@: Add Question ;

Control Panel : FAQ Management ; Add Cuestion
FAQ Management | Advanced Options | Configure Module

This page allows you to add a new question, including its status and viewing permissions..

Current Category: & Featured

General Information

* Question | |

* Answer ty

Bource, | |

View State

Status @ Not Appraved
) Appraved, But Mot Released
O Released

View @ al Onane O Specific

Spell Check Save And Next Save and Add Another Cancel
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2. Enter the requested information for the FAQ. Asterisked fields are required. Enter the Question
and Answer for the FAQ. In the Source field, identify the person or agency that provided the FAQ
content.

3. For the Status, choose “Not Approved,” “Approved, But Not Released,” or “Released.” An FAQ
must be approved before it can be released to the public site. You may only approve a FAQ if you
possess the appropriate permission.

4. For View options, choose whether you want All (if you want all users to be able to view the
guestion), None (to hide the FAQ from all users), or Specific (to choose which user access levels
should be able to view the FAQ). Keep in mind that if the user isn't approved for your site, they
won't be able to see content.

5. If desired, press the Spell Check button to double-check the spelling in your FAQ text.

FA@: Add Question

Control Panel : FAQ Management : Add Ouestion

FAQ | Adh | Options | Configure Module

This page allows you to add anew question, including its status and viewing permissions..

Current Category: & Deployment Questions

General Information

* Question |:an I contact wy Soldier while r.hev‘

*Answer AR

Ahsolutely, they can send and
receive mail and packages, see
postal information in the

command information section of
this Web site. They can also

2 ImE

He
B
‘S
i@
]
o
[l
w
S
o
i
[y

Status O Mot Approved

O Approved, But Not Released
@ Released

View @Al ONone O Specific

8pell Check Save and NE‘W‘ Cancel

6. Press Save and Next to move to the next step or press the Cancel button to discard your entries
without adding them to the system.

7. Inthe next step, add keywords for the FAQ. The system uses keyword when users perform site
searches to find information. Press Finish to add your FAQ and keywords to your vFRG site.

5.2 Editing or Deleting FAQs
If you want to change or edit a FAQ after you've saved it to the system, simply press the Edit link next to
the item in the FAQ Index.

Change the content or options for the FAQ. Press Save to save any changes or Cancel to ignore your
changes.
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Control Panel : FAO Managemennt

FAG Management | Advanced Options | Configure Module

Use this page to create or edit categories and gquestions, and modify their content and attributes. Click on a category to begin.

® Released / Publizhed Released /Mot Published @ Mot Released J Mot Published
2 Featured
- FAQ Categories Hame | Date Added | Status
bl Featured (3) JF2 © Edit When can my unit get started? 0B/06/2005 .
M about the FRG Leader Resource Center (4]
About the wFRG system {10) O Edit What are categories? 11152005 L]
About vFRG Site Administrators {5)
[+] Edit ‘Will my unit's site be immediately 05/06/2005 L]

Apropriate Use Guidelines (0} available upon release ?
Feedback FAQs (3)

FRG Information (15)

Reference Kids and Teens {0}
Sample vFRG FAQs {0}
Uncategorized {0) %

[ ]

|

L

L]

[ ]

® M FRG Leader Resource Center (1)
L]

"\

[

[ |

i Discarded (3)

®

If you want to remove the FAQ, press the Discard button. The system will move discarded articles
to the Discarded category of the FAQ Index. You can also discard an item by dragging the piece
of content from the right side of the FAQ Management screen to the Discarded category on the
left hand side. A pop up window will ask if you to choose between wanting to Create a shortcut to
this Question or Move this Question into this Category. To completely discard it, you want to
move the question.

5.3 Reordering FAQs

2. If you want to change the order of the FAQs on your site, press the edit # tool to next to the
category name and select Reorder Questions.
3. Click on each FAQ that you want to move and, while holding the mouse down, drag it to the
desired position in the list.
4. Once you have reordered all of the questions that you want to change, press the Save Changes
button to save the new order. The FAQs will now display on your site in the new order.
6 Feedback

The Feedback option allows you to manage and respond to users who submit questions, concerns,
requests for information and the like through the Contact this vFRG and Technical Support options
located on VFRG sites navigational menus. To access Feedback management tools, go to the Control
Panel. Under the Administration heading, select Feedback.
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Users fill out the Feedback form that appears when they select the Contact this vVFRG or Technical
Support options. The Technical Support link will be sent to DefenseWeb employees, while the Contact
this VFRG link will be sent to your FRG Site Administrators. Information required from the user for each
request is:

Subject of the request, question or concern

Suggestion narrative area allows the user to explain the purpose of their request, question, or
concern

Users name is default to their registered information

Users email is default to the email used when registering on vFRG
Contact Me radio buttons. Yes is the default

Suggestion Type using the drop-down list

Recipient: Allows the user to select either the vVFRG Site representative regarding questions on
policy that is addressed by CFSC, or Technical Support for login or site problems.

The feedback system gives the Site Administrator two ways to respond to user feedback—through an
email notification or by using management tools on your site. The Feedback management tool allows the
Site Administrator to view suggestions, add suggestions, add recipients, manage recipients, and view

reports.

The complete instructions regarding Feedback can be downloaded from the Download Center from the
Army FRG site. Select the Help Documentation link, then the Feedback Module Download link. You will
be able to open or save the VFRG Feedback Module Quick Start Guide.

Virtual
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7 News

With the News module, you can use the VFRG system’s database-driven news system to display
information and news stories for your site visitors to read.

News
Subscribe to this FRG

Findlan FRG News Index

Read about breaking featured news stories or browse by topic.

Sponsor Others Featured Articles

Invite a New Member

A Village Visit 7
Search [1/342008]

Soldiers of 15t Platoon, Cormpany C, 1st Battalion, 327th Infantry Regiment visit a village to help
huild rappare

What's New WEAPONS CACHE DISCOVERED #

[11/28/2005]

Soldiers and 1A work together to unearth enormous weapons cache.

Thanksgiving at FOB Warrior &

Kids & Teens [11/25/2005]

Soldiers at FOB YWarrior enjoy a feast for Thanksgiving.

Providing the Opportunity for Education &

Download Center [T 2/2402005]
FAQ Soldiers fram Bayonet Company of 2-327th deliver school supplies to a school in Kirkulk, Irag.
Links Sports Day &

[11/25/2005]

Soldiers of 2-330th Celehrate Thanksgiving by assemhbling a Sports Day.

To access the News management tools:
5. Navigate to the Control Panel index.

6. Click the News link. You will see the News Index, which contains all of the news categories for
your site. Click on a category name to view a list of the articles included in it.

7. The Featured category contains items that appear on the module user index page and are
displayed more prominently to visitors. The five most recent Articles will appear on the user side.

Control Panel : News Management

News | Ady | Options | Configure Module

Use this page to create o1 edit categories and articles, and modify their content and attributes. Click on a category to begin.

# Released f Published Released [Not Published  ® Mot Released i Mot Publishedt

© Home front

I News Categories Hame | Date Added | Status |+
# Featured (3) © Cdit Shift of troops has been discussed for years  08/232004 .
u [T 7 I in Pacific
W 1raq front (17) © Edt 2nd Brigade Combat Team families have 081232004 .

online information source
[l uncategorized (0)

B Discarded (1) O Edi Army wrapping up effort to move 2nd BCT, 02712004 .
equipment to Mideast

8. The status of each article is indicated in the Status column. The legend at the top of the index
page indicates what the colored circles mean. An article must be released and published to be
visible to the public. If authorized, you can change the status of a news article when adding or
editing it.

#* Released ! Publizhed Releazed /Mot Publizhed @ Mot Released [ Mot Published
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7.1 Adding News Articles

1. Select the category that you want to add the news story to. Then, press the edit ( &’) tool to next
to the category name and select Add Article.

G Home front

B News Categories Hame Date Added | Status =~

# Featured (3) © Ecit Shift of troops has been discussed for years  08/232004 .
[ MHome 1t (37) |4 in Pacific

B Iraq fromt (170 pgd pricle cit 2nd Brigade Combat Team families have 0912312004 .
M i Ik online information source

B uncategorize d {

- Edit Category . 5 N .
# Discarded (1) il Army wrapping up effort to move 2nd BCT,  08/7/2004

adid Subategor equipment to Mideast

Feorder Aicles ss at Osan eases Strikeforce 031772004 .

Bsten Update rlicles o 9, 1p

trainto be "Mr. Focit' inraq  03/17/2004 .

© Edit 2nd ID storing trophies for safekeeping 0872004 .

2. Use the content entry form to add information for your article. Required fields are marked with an
asterisk (*). First, add the Article Name. This is the title that will appear in the news listings on
your site. Then, add an Article Description for the article that summarizes the content of the article
for your readers.

3. ldentify the Source for your article—the name of the person or organization that provided this
news item and the Date Posted. To select the posting date from a calendar, press the Calendar
button and select the date.

4. Add the body of your news items in the Article Text field.

Select the Status options for your article. The options are: Not Approved, Approved but Not
Released, or Released. Released articles will be published directly to your site.

6. Choose which user access levels will be able to View your release. Select “All” to make your
article visible to all site visitors. Select “None” to hide your article from all visitors. Select “Specific”
to restrict the article to users with specific access levels and choose which users should be able
to view your release.

7. |If desired, click the Spell Check button to check all the spelling in your article text.
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News: Add Article

Control Panel : News Management : Add Article

Hews I | Options | Corfigure Module

This page allows you to add anew article, including its status and viewing permissions..

Current Category: & Home front

General Information

" Article Narme ‘Fam).lles Learn Army Way

TAMCIE DESHIPION  (over 30 Army spouses from Army ks
I met at the South Post Chapel
Saturday for Army Family

Tearduilding Level I training.

Arlicle Text

" Article Text YONGSAN Over 30 Arwy spouses Al ©
PSS — T et ot the Santh

The training was designed to
introduce Spouses to Lrmy L
programs, as well as topics

such as Army terms, acronyms,
custows and courtesy, and chain

of command.

*I think this is a very
iMportant prograw £Or OUr young
spouses to experience,” said
Margaret Wood, wife of Maj.
Gen. John R. Wood, Znd Infantry
Division comuanding

general. “It will give them a

Status O Not Approved

O Approved, But Mot Released
@ Releazed

View @ al O none O Speific

_Spell Check Save and Next Ccancel

8. Once you're done, press the Save and Next button to save your article to the system. Press the
Cancel button to delete your article without adding it to the system.

9. Next, add keywords for the News Article. The system uses these keywords when users perform
site searches to find information. Press the Finish button to add the keywords to your article.

7.2 Editing or Deleting Existing News Stories

10. If you want to change or edit a news story after you've saved it to the system, simply press the
Edit link next to the article’s listing in the News Management index.

11. Then, change the content or options for the article. Press Save to save any changes or Cancel to
ignore your changes.
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Control Panel : News Management
Mews Management | Hews Configuration | Advanced Options | Configure Module

Use this page to create or edit categories and articles, and modify their content and attributes. Click on a category to begin.

® Releazed f Published Released ! Mot Published @ Mot Released ! Mot Published

O Reference Kids and Teens

I News Categories Hame | Date Added | Status |~
W Featured (0) © Edt Military Kids Talk Deployment Issues 01/10/2005 o
= M FRG Leader Resource Center (0) At Horth Carolina Camp
<ids and Teens (15) | © Edt Hew Program Teaches Manners 0141 3/2005 L
= M Sample vFRG Mews articles (0% : - 5 : : - - - .
s (] | % 0O Edit Military Brat Life |01/ 042005 .
-
Discarded (D) B [ S e
s [+] Edit Grossis Great 011 052005 L]
[+] Edit Group Seeks Teddy Bears for 0141112005 L]
Military Kids
[+] Edit Aid Pours In for Iraqi Dogs! 014 212005 L]

12. If you want to remove the article from your site, press the Discard button. The system will move
discarded articles to the Discarded category of the News Index. You can also discard an item by
dragging the piece of content from the right side of the News Management screen to the
Discarded category on the left hand side. A pop up window will ask if you to choose between
wanting to Create a shortcut to this Article or Move this Article into this Category. To completely
discard it, you want to move the article.

7.3 Adding Articles to Multiple Categories

1. If you want to place an article in multiple categories, go to the News Index and select the current
category for the item.

2. Click on the article that you want to add to another category, and, while holding the mouse down,
drag it to the new category’s name. You will see the following dialog:

3. Press the OK button to add a shortcut to the item in the new category. Users will now see the
article in both categories on your site.

7.4 Reordering News Articles

1. If you want to change the order of the news articles on your site, press the edit ( ‘5’) tool to next to
the category name and select the Reorder Articles option.
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2. Click on each article that you want to move and, while holding the mouse down, drag it to the
desired position in the list.

3. Once you have reordered the listed articles, press the Save Changes button to save the new
order. The articles will now display on your site in the order you specified.

8 Photo Gallery

With the Photo Gallery, you can upload images for your users to view or download and organize photos
into categories.

"
. -y
L == g,

e
I Brigade Combat Team (3BCT) Hame | Cantral Fancl | Logout | Frofile

el Ba oan Phioks Gallérg? The Phale Gallery eanbain images thal ks bsen collechad aul
of gz e byt cnlivinasay oo 5 o s Sl

To manage the photo gallery:
1. Navigate to the Control Panel.

2. Click the Photo Gallery link to access the photo gallery management tools. You will see the Photo
Gallery Index, which contains all of the photos uploaded for your site. Click on a category name to
view a list of the photos included in it.

3. The Featured category contains items that appear on the module user index page and are
displayed more prominently to visitors. The five most recent photos will appear on the user side.

Pl Gepliery Mg f | Cdipne ko
Viem ol Slaitics

Uy this g b caoabs o el calesporian and plickay, A scstily Tesie <o erl el afhiba s, Chck on & el igory ba bigin.

* Frmased / Published iated |4l Pubkshend B 0l Apmased ik Fidesed

B phate Gallery Categories Hame Date Acbded | Wdin -

O [ Prowiding sscuriy SO0 .
B arctien Phatus {53 |
B Faced of cur Soldees (11} O [ Prosiding sscurny § OG0 L]
B Festured Page Photss (19} |
B Ferneal Tritote (45} © Bl Fellory werl Susugh ceche e -
! uncategorised (0] P - .
= B Biscarded (4F)
O [ Phoisibe TGO
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4. The status of each photo is indicated in the Status column, next to the photo name. The legend at
the top of the index page indicates what the colored circles mean. A photo must be released and
published to be visible to the public. If authorized, you can change the status of a photo when
adding or editing it.

* Released [ Publizhed Releazed rhot Published  ®  Rot Released [ Mat Published

8.1 Adding a New Photo

1. Click the category you would like to add your photo to. Then, click the edit ( “’) tool next the
category name to view editing options for the category. Select the Add Photo option.

Plioto, Gallery:

Photo Gallery | Configure Module

View Content Statistics

Use this page to create or edit categories and phots, and modify their content and attributes. Click on a category to hegin.

# Released i Published Released / Not Published @ Mot Released f Mot Published

© Farewell Photos

M Photo Gallery Categories Hame | Date Added | Status

0O Edit Col

08/03/2004 .
2) |

B 0san Loadup (3) Add Photo Adiers 08/03/2004 .

B 0san Photas (7) ot categr

M= Photos (21) — lute 08/03/2004 .

M Port Load e8] Add SubCategor:

it Prather 08/03/2004 L
[B uncategorized (p) = Reorder Photos

¥ Dpiscarded (2) Upload Multiple Photos  incert Faces 0803/2004 .

Esteh Updste Fholes

T o vweworks 003/2004 .

2. Enter the requested information for the photo in the Add Photo screen. Asterisked fields are
required. For the Choose Photo field, use the Browse button to choose the file location of the
photo you would like to upload.

3. ldentify the Photo Name and provide a Photo Description. Then, enter the Source (the
photographer or agency that provided the photo) and the Date of Photo. You can press the
Calendar button to select a date from an online calendar, if desired.

4. If desired, indicate which Image Rotation option you want to use for the photo.
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Photo, Gallery: Add Pholo,

Control Panel : Photo Gallery Management : Update Photo : Add Photo

Photo Gallery h | Configure Madule

View Content Statistics

This page allows youto add a new photo, including its status and viewing permissions..

Current Category: @& Farewell Photos

General Information

TEhoose PROW  [¢ormation01. gat |[(Erowse.. ]

TPhoto MAME 14 Formacion |

*Photo Deseiption  [puoco caken during Farswell A
Ceremony

SQUrte  [punlic Affairs Office

Date of Phaty Calari
Image Rotation & Leave Image Alane
O Ratate Clackwise
O Rotate 180 Degrees
O Rotate Counter-clockwise
(O Reset Original Rotation

Status O Mot Approved
( Approved, But Not Released
@ Released

view @Al O None O Specific

_Spell Check Save and Next Gancel

5. For the Status for the photo, choose “Not Approved,” “Approved, But Not Released,” or
“Released.” A photo must be approved before it can be released. You may only approve a photo
if you have the appropriate user access level.

6. For the View options, choose whether you want All (if you want all users to be able to view the
photo), None (to hide the photo from all users), or Specific (to choose which user access levels
should be able to view the photo).

Press the Save and Next button once you've added the photo details.

8. Next, identify the Keywords you want to associate with the photo. The system uses these
keywords when users perform site searches to find information. Press Finish to add your photo
and keywords to the system.

8.2 Uploading Multiple Photos

With the Photo Gallery Multiple Upload tool, you can save time by adding several photos at once. To use
the Multiple Upload tool, you will need to add the group of photos to a compressed .zip file and upload the
.zip file to your site. The system gives each photo a title with the same name as each .jpg file.

1. Click the category or subcategory name where you want to add the new group of photos. Press
the Edit ( 7 ) tool and select the Upload Multiple Photos option.
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Photo Gallery.

Photo Gallery | Configure Module

View Content Statistics

Use this page to create or edit categories and photos, and modify their content and atiributes. Click on a category to begin.

# Released / Published Released /Not Published  ®  Not Released /Mot Published
© Featured
= Photo Gallery Categories Name | Date Added | Status
gl Featured (4) JEZ | O Edi Funfun 1111872004 .
[l uncategorized a4 prose
¥ Dpiscarded (0) it Fireworks at 4th of July Celebration 11A8/2004 .
Edit Category
Eeorder Photos it Soldiers Visit School 14872004 .

Upload Muttiple Phetos
%M Give 1 12/08/2004 -

Bztch Undats Photoz

2. Press the Browse button to locate the .zip file that contains all of the photos you want to upload.
3. Press the Upload Photos button. The system will confirm that your photos have been uploaded.

Photo Gallery: Upload Multiple Photos

Control Panel : Photo Gallery Management : Upload Multiple Photos

Photo Gallery | Configure Module

View Content Statistics
By uploading a .zip file, you can quickly add a number of photos into the current category. The photos will be named the same as

the name of the .jpg. Some notes: The photos must not be in any subdirectories, they must have an extension of .jpg, and it is not
recommended that you upload more than 50 at one time. if you experience any errors, try uploading in smaller batches.

Eclit Category | Permissions | Advenced Permissions | Upload Multiple Photos | Biatch Update Categary Cortent

Pick a .Zip File to Import [=

File Path 4] en\ Deskropinyphotos. zip|[ Browse. |

Upload Bhotos Gancel

4. Press the Photo Gallery Management link to return to the Photo Gallery Management Index. You
will see your uploaded photos in the selected category.

8.3 Editing or Deleting Photos

1. If you want to change or edit a photo after you've saved it to the system, simply press the Edit link
next to the item'’s listing in the Photo Gallery index.

2. Change the content or options for the photo. Press Save to save any changes or Cancel to ignore
your changes.

3. If you want to remove the photo from your site, press the Discard button. The system will move
discarded articles to the Discarded category of the Photo Gallery Index. You can also discard an
item by dragging the piece of content from the right side of the Photo Management screen to the
Discarded category on the left hand side. A pop up window will ask if you to choose between
wanting to Create a shortcut to this Photo or Move this Photo into this Category. To completely
discard it, you want to move the photo.
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9 Download Center

With the Download Center, you can make electronic documents (like MS Word or PDF files), computer
applications, or other useful files available to your users.
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debect FRC | Jhd Brigade Combat Team (20CT)

i [ eier Wkt
L i nrpchby s pirc @ T chrmmiented Ties SofTwant o, Tosots, anned ethie fibes wrsesd in This site,

Furpls Lo

Abs iz 50w ' £an uphiad audie i be Sownioaded

[Cmidngel]

Auchies Dommivads (1) # Eoah Connan (1) #

Cotmmatnden's Latiers: () # kil Eorsd Bars &
ol Pasfal Mias, (0 &

To access the Download Center management tools:

1. Navigate to the Control Panel.

2. Click on the Download Center link. You will see a list of Download Center categories on your site.

Click on a category to view the files that were previously added to that category.

3. The Featured category contains items that appear on the module user index page and are
displayed more prominently to visitors. The five most recent Articles will appear on the user side.

Dorvinbaied Conten Mandemen | Shomeed Optin | Sonliens Modate

st s powges 10 £0 R @ oF el ©abe oo et e Tibe s, aned oy ther ot vl a0 e es, Click ot b Rl egong b,

¥ G L] Remased /o it 0t Bt |40 Pt

i Financlal. Postal. Mivc,

B pomnload Cenier Caiegaries | Mane

[T
& Festured {1}

| 0 Eot iy el Being Lisison Office information Sheok 12020004 .
B drcheve Dasslosds (R}
B Gommandes's Lethers (31 © [ i Guidance for Families 004 .
LY rinanos, paata. mac i) SR
T 0 L Hobday bl Dradine PEOLI00 -

I Maddie Bt Mags 080
[0 Uncateqarized (D)
B miscarded (1]

4. The Command Information category is a special Download Center category that contains the
items that display when users access the Command Info section of your vFRG site.
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Download, Center: Commanders Letiers

Download Center Index

Command Information

Category Files = [+

Strike 6 Update 2 (Oct. 21, 2004) &
[11414/2004]

Update (Oet, 21, 2004) fram the 2nd BCT Commander
Download

Update from 2nd BCT Commander, Strike 6 Col. Gary S. Patton &
(1061 202004]

A letter from the STRIKE FORCE Commanderta the Families of our Soldiers deployed to lragin
support of Operation Iragi Freedom

Download

5. The status of each file is indicated in the Status column, next to the file name. The legend at the
top of the index page indicates what the colored circles mean. A file must be released and

published to be visible to the public. If authorized, you can change the status of a file when
adding or editing it.

* Released ! Publizhed Releazed fhat Published  ®  hlot Released [ Mot Published

9.1 Adding a New File

1. Click on the category you want to add the new file to. Then, click the edit ( “’) icon to see the
editing options for the selected category. Select the Add File option.

Download Center

Download Center Management | Advanced Options | Configure Module
Use this page to create or edit categories and files, and modify their content and attributes. Click on a category to begin.

® Released i Published Released /Mot Published @ Mot Released [ Mot Published

© Middle East Maps

I pownload Center Categories Hame

| Date Added | Status.
# Featured (3)

O Edt Iraq Maps (with inserts) 08/04/2004 .
®= command Information (&)
|_Qriddle East Maps (3) |4 O Edit Iraq Map (Big) 08/04/2004 .
I8 uncategorized (0} | g rie
- i L
# Discarded (6) Kuwait Map 080472004
Edit Categor

£dd SubCategory
Reorder Files

Esteh Updste Files
T

Enter the requested information for the Download Center file. Asterisked fields are required.

Identify the File Name, or the title of the resource. For the File Description, enter a short summary
of the resource that will be displayed to users to give them an idea of what this file is.

4. In the Source field, enter the name of the person or organization that provided the file.
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5. For the Status, choose “Not Approved,” “Approved, But Not Released,” or “Released.” A file must
be approved before it can be released to the public site. You may only approve a file if you
possess the appropriate permission.

6. For View options, choose whether you want All (if you want all users to be able to view the file),
None (to hide the file from all users), or Specific (to choose which user access levels should be
able to view the file).

7. There are two ways to add a resource. One option is to create a pointer to a file that is external to
your site. (Enter the URL in the Online Location field.) Keep in mind that if the owner of that file
changes its location or name, your link will break. Another option is to store the file on your vFRG
site. To do this, use the Upload File option. Press the Browse button to locate the file on your
computer.

8. Press Save and Next once you have completed the information about the file.

Control Panel : Download Center Add File
nagement | Advanced Options | Configure Module

Download Center Manages e e
This page allows you to add a new file, including its status and viewing permissions..

Current Category: 8 Middle EastMaps

General Information

FileName  fyupaic Map small |

TFile Descipion  |smg11 Euwait Map with major
cities

TBAuee system Statf |

Resource Information

Uplead File [rumaiemap. gaz |(Brawes. )

OnlineLocation ‘ |

View State

Status O Not Approved

O Approved, But Not Released
© Released

View @ an O None O Specifie

Spell Check  Save.and Next  Gancel

9. Next, enter keywords for your new file. The system uses these keywords when users perform site
searches to find information. Press Finish to add your file to your Download Center section of
your VFRG site.

9.2 Editing or Deleting Files

1. If you want to change or edit a file after you've saved it to the system, simply press the Edit link
next to the item in the Download Center Index.

2. Change content or options for the file. Press the Save button to save any changes.

3. If you want to remove the file from your site, press the Discard button. The system will move
discarded link to the Discarded category of the Download Center Index. You can also discard an
item by dragging the piece of content from the right side of the Download Center Management
screen to the Discarded category on the left hand side. A pop up window will ask if you to choose
between wanting to Create a shortcut to this File or Move this File into this Category. To
completely discard it, you want to move the file.
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10 Links

With the Links modules, you can create links to help your users find resources or content from other Web

sites.

Coqu] ol Paiad - Link s Meavajaiiiid
Lk Haneremien | Bboaties Owtbars | anlisn 2 M
U ks 1 0 0 0 400 bbb Wl ks, b Wbl vl oot vl ATIDA 5. CBRCK 41 bty 10 Lo i

& Fniend Pisted Fmimncec bk Pubicted  ® bk Bisbeariac Fbdol Publiphed

B Links Categaries Haie: Pats Aded | tamus

& Festured (7] L T - ot .

Ll #rmis Riessurces (5)

B Qries Traisisg {1} 0 En TRICARE EEIE.

[l uncateqarized (o)

B Discarded (&) @ e Ainey e ) '
O L iy Fansy T e Buiding i .
O EH Thars ard Thigers Weemspapn N s ¥

To access the Links management tools:
1. Navigate to the Control Panel.

2. Click on the Links link to access the Links management tools. In the Links Index, you will see a
list of Links categories for your site. Click on a category to view a list of the links contained in that
category.

3. The Featured category contains items that appear on the module user index page and are
displayed more prominently to visitors. The five most recent Articles will appear on the user side.

4. The status of each link is indicated in the Status column, next to the link name. The legend at the
top of the index page indicates what the colored circles mean. A link must be released and
published to be visible to the public. If authorized, you can change the status of a link when
adding or editing it.
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® Released ! Published Released ! Mot Published  #® Mot Released ! Mot Published

10.1 Adding New Links to Your Site

1. Click on the category you want to add the link to. Then, click the edit ( ﬁ”) icon next to the
category name to see the editing options for the selected category. Select the Add Link option.

Control Panel : Links Management

Links M. | Ady | Options | Configure Module

Use this page to create or edit categories and links, and modify their content and attributes. Click on a category to begin.

# Released [ Published Released /ot Published @  hot Released f ot Published

O Army Resources

M Links Categories Hame | Date Added | Status.
# Featured

© Edt 2d Infantry Division D8Im202004 .
2) \d
e Line American Red Cross 081272004 .
Edil Category Army Community Service 081272004 .
Add SubCategaor:
Army Knowledge On-Line 0810272004 .

Reorder Links

Batch Update Links | Army One Source 0810212004 .

© Edi Defense Finance and ing Service 08022004 .

2. Enter the requested information for the new link. Asterisked fields are required. Enter the title of
the link in the Name field. Then, enter a Description or a short summary of the link that will be
displayed to users to give them an idea of the type of content the site offers.

3. Then, identify the URL for the link. The URL is the address of a file or resource accessible on the
Internet. Enter the full URL of the referenced site, including the http:// prefix. For example, enter
http://www.armyfrg.org.

4. Choose “Yes” or “No” to indicate whether the system should Open Link In A New Window? If you
select the “Yes” option, the system will open the link in a new browser window when the link is
clicked. This option allows your visitors to view the link’s content without leaving your site.

5. For the Status, choose “Not Approved,” “Approved, But Not Released,” or “Released.” A link must
be approved before it can be released. You may only approve a link if you possess the
appropriate permission.

6. For View options, choose whether you want All (if you want all users to be able to view the link),
None (to hide the link from all users), or Specific (to choose which user access levels should be
able to view the link).
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7. Press the Save and Next button once you've entered information for your link.

Control Panel : Links Management : Add Link

Links Management | Advanced Options | Configure Module

This page allows you to add a new link, including its status and viewing permissions..

Current Category: @@ Army Resources

Link Information

TNaMe  [imerican Red Cross |

“Descriplion  [yyerican Red Cross A

URL ‘http://wwm.redctnsa.\:tq ‘

Open Link In A Mew Window?  @ves ONo

View State

Status O Not Approved
© Appraved, But Not Released
@ReEased

View  @a1 Onane O specific

Spell Check Save and Nafﬁ Cancel

8. Next, enter keywords for your link. The system uses these keywords when users perform site

searches to find information. Press Finish to add your link to your vFRG site.

10.2 Editing or Removing Links

1.

Change content or options for the link. Press Save to save any changes.

If you want to change or edit a link after you've saved it to the system, simply press the Edit link
next to the item’s name in the Link Index.

If you want to remove the link from your site, press the Discard button. The system will move
discarded link to the Discarded category of the Links Index. You can also discard an item by
dragging the piece of content from the right side of the Links Management screen to the

Discarded category on the left hand side. A pop up window will ask if you to choose between
wanting to Create a shortcut to this Link or Move this Link into this Category. To completely
discard it, you want to move the link.
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11 Service Locator

With the Support Service Locator, the vVFRG system provides a service for families to locate the closest
service providers to where they live. Visitors can see a list of available support service providers or search
for providers within a certain distance from a specified starting address.

Ssbect FRE | 2d Brgade Combat Tesm {230T)

e

Home | Contral Fanel | Logout | Prafile

Sendce Lotates el | ey Semch

1L R N T o [ b 6.
Faatured Sarvics Providers
United Way of San Disge #
Unitied Wiy i s b Beeradie § wadi rang o eomimunily dir ik Kot inadivdusil o] Fieridog

This dwerse rQaNTalon tarvas humandy ard helps vou by proveing rebel o viobms of Sisasier,
Bl iy and gl

B Cross: San Diege Imperial Cosunty

Trise P Crani i cormriBind b drare) Ik dofed piking Lufineg This dirki Srganatan fasi
Fesmmandty aned Redps vouu by provichre] reder o vichimes of disasien, both ko ally and glotally.

To access the Support Services management tools:

1.
2.

Navigate to the Control Panel index.

Click the Service Locator link. You will see the Service Locator Management page, which
contains all of the service locator resources for your site. Click on a category name to view a list
of the services included in it.
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11.1 Adding Support Services

1. Choose the category where you want to add the new service. Click the edit icon ( & ) to access
editing options for the category. Press the Add Service Provider option.

Service Locator:

Control Panel : Service Locator Management

Service Locator | Advanced Options | Configure Module

Use this page to create or edit categories and senvice providers, and modify their content and attributes. Click on a category to
begin.

® Released / Published Released / Not Published  ® Mot Released / Not Published

M Service Locator Categories Hame | Date Added | Status
o e atured (1) JE4 | © Edi United Way of San Diego 1211312004 .
W uncategorized gy seruice Frovicer
¥ Discarded (0) %

Edit Category
Reorder Service Providers

Basteh Updste Servics Providers

2. Enter the Service Provider Name, Service Provider Description, and the address for the provider.
The system will use the address information you specify here to identify how far the service is
from a specified search location. Press Save and Next.

Service Locator: Add Service Provider

Control Panel : Service Locator Add Service Provider

Service Locator | Options | Configure Module

This page allows youl to add anew service provider, including its status and viewing permissions..

Current Category: #& Featured

General Information

~8envice Provider Name  [ped cross: San Diego/ Imperial Count|

" Senice Provider Deseriplion  [The Red Cross is committed to EIRR
saving lives and easing 4
suffering. This diverse |
organization serves humanity
and helps you by providing ~

*Address ‘assu 5th Ave |

* City or Town ‘San Diego |

St or Provico

*Zip ar Postal Code ‘92103 |

Status O Mot Approved

© Approved, But Not Released
@ Released

view @ a1 Onone O Specific

Spell check Sawve and Next [ saveandaddanother] Ccancel

3. Next, add keywords for the service. This will help users conducting site searches to find the
service provider.

4. Press Finish to add the service provider to the system.
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11.2 Updating or Deleting Service Providers
1. Go to the Service Locator Management page.
2. Find the service provider listing you want to modify and press the Edit link the item’s name.

Senwice Locator

Control Panel : Service Locator Management

Service Locator M. | Ady ] Options | Configure Module

Use this page to create or edit categories and service providers, and modify their content and attributes. Click on a category to
begin.

# Released /Published Released /Mot Published @ Mot Relessed /Mot Published

© Featured

W service Locator Categories Hame | Date Added | Status

* z O Edi United Way of San Diego 124 372004 .
[B uncategorized (0)
# Discarded (0) © Edi Red Cross: San Diegodmperial County 124 312004 .

3. If you want to edit the service provider’s information, change the information in the Update
Service Provider page. Press Save and Next. Update the keywords for the provider and press
Finish.

4. If you want to remove the service provider’s listing, press Discard. The system will move the
service provider to the Discarded category and it will no longer be available to your site visitors.
You can also discard an item by dragging the piece of content from the right side of the Service
Locator Management screen to the Discarded category on the left hand side. A pop up window
will ask if you to choose between wanting to Create a shortcut to this Location or Move this
Location into this Category. To completely discard it, you want to move the location.
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Semvice Locator: Update Service. Provider:

Control Panel : Service Locator : Update Service Provider

Senvice Locator M. | Advanced Options | Configure Module

This page allows you to update service provider information. You may also update service provider status and change the
viewing permissions for certain access levels,

Update Service Provider | Keywords | Related tems

Current Category: @& Featured
Current Service Provider: B United Way of San Diego

General Information

~ 8envice Provider Mame |Un1ted Way of San Diego

........................... United Way of San Diego
provides a wide range of
comunity services for
individuals and families| This
diverse organization serves v

(=

*Address ‘1113 6th Ave ‘

* City or Town ‘San Diego, CA ‘

*Zip or Postal Code ‘92103,4229 ‘

Status O Mot Approved

© Approved, But Not Released
@ Releazed

View @l O None O Specific

Spell Check Save Save and Next Discard Cancel

11.3 Reordering Service Providers
If you want to change the order of the providers on your site, in the Service Provider Index,
1. press the edit ¢ tool to next to the category name and select Reorder Service Providers.

2. Click on each provider that you want to move and, while holding the mouse down, drag it to the
desired position in the list.

3. Once you have reordered all of the providers that you want to change, press the Save Changes
button to save the new order. The providers will now display on your site in the new order.

12 Telephone Tree

The Telephone Tree allows Site Administrators to create and maintain a telephone tree within the vFRG
site. Site Administrators can create the structure of the telephone tree by choosing “phone list managers”
from a list of registered users for their specific vVFRG site.

To access the Telephone Tree management tools:
1. Navigate to the Control Panel index.

2. Click the Telephone Tree link. You will see the Manage Telephone Tree page, which contains all
of the Telephone Tree branches for your site. Click on the Edit button to view the phone list
manager’s information, along with members of that branch.
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Telephone Tree: Manage lelephone liree

Control Panel : Manage Telephione Tree
Manage Telephone Tree | Configure Module

Manage the telephone tree for your site.

Manage Telephone Tree =

POC Email Primary Phone Secondary Phone
Admin, FRG support@defenseweh.com 555-555-1212 Ed¥
Fizgerald, Justin justin fizgeraldi@defenseweh.cam nia nia Edit

Export All Users Export Add Branch Cancel

12.1 Adding New Branches

1. Click on the Add Branch button and you will be able to choose a phone list manager from the
users subscribed and approved for your vFRG site.
2. Click Select next to the name of the user you want to become the branch POC.

12.2 Adding Members to a Branch

1. From the Manage Telephone Tree page, click the Edit button next to the POC’s name that you

would like to add a member to.
2. You will then see the POC'’s information. Click the Add Member button to add members to that

branch.

Virtual FRG Site Administrator’s User Guide 38



7 Ve
Defense\Wcb
DefenseWeb Technologies Proprietary and Confidential ~/

elephone iiree: Edit Branch

Control Panel : Manage Telephone Tree : Edit Branch
Manage Telephone Tree | Corfigure Module

Edit current telephone tree branch.

Assigned POC

FRG Admin
support@defenseweh.com

565-555-1212

Update POC

Name Email Primary Phone Secondary Phone

Fletcher, Chris chris.fletcher@defenseweh.com  848-272-8505 848-272-8405 i

Export  Back to main Delete branch ~Add member

3. You will see a list of users that you can select from to add to the branch. You can select multiple
boxes next to users’ names, and click the Save button once you've highlighted all users you
would like to add to the branch.

12.3 Deleting Members from a Branch

1. To delete a member from a branch, select the POC to view their information and branch
members.

2. Within their list, you can press the trash can icon at the very right of the screen. You will be
asked if you are sure you want to delete this member, and you can click the Ok button to finish
the process.

12.4 Changing POCs for a Branch

1. To change a POC of a branch, select the POC to view their information and branch members.

2. Click the Update POC button to view the users of your vFRG site.

3. Click the Select link next to the user’'s name to change from your current POC to your new
selection.

13 Forum

The Forum Module allows your site visitors to participate in threaded, Usenet-style discussions. In forums,
your visitors can post questions, respond to messages, or read other visitors’ posted messages. As a Site
Administrator, you can set up discussions and categorize, organize, or delete submitted posts.
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Discussions are organized using forums, threads, and messages. A forum is the main subject area for the
discussion. A discussion thread is an initial discussion topic, allowing users to post messages in reply.
You may organize several threads under the same forum.

Salect FRE | 2d Bngade Combat Team {28CT)

Tost ¥

Test Bamation, Dema Regisant

wome | Contral Panel | Logout | Profile |

Dudiel sl MO yOuT iy il s wilh e Chidianges of Saployment

MR NN (Threaded W Adi Roply § Fotur ]

A bl od jads don) wand o shane i feelings atout deplownent Qs wie we gl our kids |0 2] w

To access the forum management tools:
3. Navigate to the Control Panel index.

4. Click the Forum link. You will see the Forum Index, which contains all of the news categories for
your site. Click on a category name to view a list of the articles included in it.

Coutrol Panel : Forum Management

Forum M: | Adh 1 Options | Configure Module

Use this page to create or edit forums and threads, and modify their content and attributes. Click on a forum to begin.

#* Releassd ) Published Released Mot Published  ® Mot Released J Not Publishect

© Featured

= Forum Forums Hame | Date Added | Status

hdlF oatured (3) JE4 | © Edi Deployment and Your Family 1102202004 .
[l uncategorized g prress
# Discarded (0) I Edt Financial Guestions 1112212004 .
Edit Forum
Esorder Thrasde Edi Family Checklist 1112212004 .

Estch Update Threads

13.1 Adding New Threads
1. Enter the Forum Name and Forum Description.

2. Enter the Forum Status. Released forums will be published directly to your site. Featured forums
will be displayed more prominently to your users.

3. Choose the View Permissions or the user access levels that should be able to view the content
within the category. Select “All” to make the category content visible to all site visitors. Select
“None” to hide the category content from all visitors. Select “Specific” to restrict the category
content to users with specific access levels and choose which users should be able to view the
content.
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Forum: Add Thread.

Control Panel : Forum Management : Add Thread

Forum Management | Advanced Options | Configure Module

This page allows youto add anew thread, including its status and viewing permissions..

Current Category: &8 Featured

General Information

service memhers.

Pinned
O

Status O mot Approved

O approved, But Mot Released
@ Released

View @ an O None O Specific

Spell check Sawe and Next [SaveandAddAnother] cancel

4. |If desired, press Spell Check to check your entries. Press Save and Next to move to the next
step.

5. Add relevant keywords for the forum. Users use keywords to locate content with site searches.
Press Finish to add the forum to your site.

13.2 Reordering Threads

Reordering threads changes the order in which the discussions display on your site. You may want to list
more active or important discussions near the top of a forum.

1. Select a category and press the Edit # tool to next to the forum category name. All of the threads
in that category will display in the order in which they currently appear on your site. Select the
Reorder Threads option.

2. Click on each thread that you want to move and, while holding the mouse down, drag it to the
desired position in the list.

3. Once you have reordered the listed threads in the desired order, press the Save Changes button.
The threads will now display on your site in the new order.

4. If you decide you want to leave the threads in the order they were previously in, press the Revert
button.

14 InSite Messenger

Instant messaging (sometimes called IM or IMing) allows you to easily see whether a family member,
friend, or colleague with is online and logged into the vFRG system. If they are, you can exchange
messages with them in real-time, online chat sessions.

To use this feature, both you and the message recipient need to be registered and logged into the vFRG
system.
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14.1 Accessing the InSite Messenger

Note: If you are in the Control Panel or management tools section for your site, you will need to exit the
Control Panel first to access the InSite Messenger tools. Clicking the Home link at the top of the Control
Panel index to exit the Control Panel.

st [-Tast Batalon, Damo Regeent Y@ A

Test Battabion, Dema Regiment Hume | Costral Panel | Lagout | Prafde
3

e Ridex

To access the InSite Messenger:

1. Click the InSite Messenger link on your site’s navigation bar. This link is only available to
registered users who are logged into the vVFRG system.

B

Welcome!

This Wb site has been developed fo st d your family in
unaccomaanied tours and extended temparary cuty assignments.

Wa F regarding I Groups FROS) and the role of the
FRear Detarnment Sommander (ROC). ¥ el you cannect with your unfts FRS and RDS, 50 you
an easily a0coss e 1850UNEes You nesd 10 ensure your family's walfars dunng separation.

e
ity 7 Army _____2555-""“'

The InSite Messenger index lists the users that are currently online. From here, you may send an instant
message to another online user or click on their Email address to send an email message to them.

14.2 Sending and Reading Messages

To launch the In Site Messenger:

1. Click a user's name to launch the vFRG InSite Messenger window and send that user a
message.

[nSite Messenger:

Online Users | Messages

InSite Messenger users that are currently online.

online Users [+

Greeting Name

FRG Manager FRG Manager frmtanager@yahoo.cam
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2. Enter your message in the Type Here field and press the Send button to send your message.

3. The system will list messages and their authors under the Incoming Messages heading, allowing
you to follow the online conversation.

‘2 http:/hwww.armyfrg.org - In... |Z||E||E|

kCLDEE

( IncaminG MEEEABEE\]

John Smith : Good Morning! How are you today?
FRG Manager: Great. Anything new with you?

TYPE HERE
|—Not much, just planning the FRG Kids Day. || SEND |
]

@j B Internet

14.3 Deleting Incoming Messages

1. Click the Wrench icon , located in the upper right corner of the messaging window, to access
additional InSite Messenger tools.

2. All of your incoming messages will be displayed under the Incoming Messages heading.

3. Click an incoming message to select it. Then, click the trashcan T icon to delete it.

14.4 Searching for Users

1. Click the Wrench icon , located in the upper right corner of the messaging window, to access
additional InSite Messenger tools, including the user search tool.

A http:lhwww.armyfrg.org - In... E”i|g|
INEOMING MESSAGES
HI. FRG Manager

SEARCH USERS BuppDy LIST |

John Smith Go | |FRG Admin

Only Onling Users FRG Manager

o
ﬁj @ Internet
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2. Enter the user's name in the Search Users field.

3. Select the Only Online Users to limit your search to users who are currently logged into the vFRG
system; to expand the search to include all users, leave this option unchecked. Press Go.

4. The system retrieves users that match your search criteria. Online user names are displayed in
blue and offline user names are displayed in red.

14.5 Managing Your “Buddy List”

The buddy list is a list of people you want to keep track of. A buddy list can be used to see who is offline
and who is online. Online users are displayed in blue and offline users are displayed in red. The system
updates that buddy list as users become available for IMing.

1. Click the Wrench icon , located in the upper right corner of the messaging window, to access
additional InSite Messenger tools, including the Buddy List management tools.

To add a user to your buddy list:
2. Drag and drop the user into the Buddy List region of your chat window.

3. When the region appears highlighted you may drop the user in. You may also directly send an IM
to a buddy in your list by double clicking their name to open up a chat window.

To remove a buddy from the list:

4. Drag and drop the buddy’s name over the trashcan iconT . When the trashcan appears
highlighted, you may drop the buddy in. The buddy is immediately removed from the display list.

14.6 Message Alert

When a user is logged into the site, ISM alerts the recipient with a distinctive sound that indicates that an
IM has arrived. A scrolling message will also appear at the top of the site. The message will list the
sender’'s name, and the date and time that the message was sent.

Double-click the message alert to open the messaging window and read the message.

select FRG | 2d Brigade Combat Team (2BCT)

15 Postcards

With the vFRG Postcards Module, your visitors can select, create and add personalized text to predefined
postcard templates and send those postcards to family or friends via email.

When a user sends a postcard, the vFRG system sends an email to the intended recipient with an
embedded link for postcard pickup and instructions for picking up his or her postcard.

Postcards shall be viewable by the recipient for 30 days after being sent. After 30 days have elapsed,
postcards may be deleted from the VFRG system.
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Salact FRC | 29 @rigade Combat Team (2BCT)

S el Choaae B oS 3 VBt of IHmmplaten 10 100l 3 pr malize-d sl o

To sieiet @ poruicart 10 4ened, ciick & Tiumbnil talew

Falfit & 800 0 Pl

Bt 1) # ot o0 #
Gestis (1) # Puisle (% &

Changs hppearancal  Lam Bandwid®  Standard et

To access the Postcard Management tools:
1. Navigate to the Control Panel index.

2. Click the PostCards link. You will see the PostCards index, which contains all of the postcard

categories for your site. Click on a category name to view a list of the postcard templates included
in it.

OO P . Postl ails Mo

Pasts meds Hanaesmen | Sonlizn = Motz
L this pages 1o Clb e oo 6l C bt bt vl po0is o e, il avesciy el ot v T ibame s, CRCK 001 3 AR gy 16 D=agiy

* Rsmassd | Publithes] Bt (80l Publithesd @ ol Rsisnssd § ot Pusilored

= PasiCards Categaries e Daie Added | Status
O L@ Arwy Cheistime 1 R -
= pithaay (21 *
W Gresbisge {2 O [ Armey Cheistroes § A BB L
. chdsy (3) L
I Prige {3} 0 it SaAe 1 .
[l uncategorized (0} b
' Biscarded (0) O[3 Fathes & San A RGO -
¥
O ex o \F= - L]
*

15.1 Adding a New Postcard Template

1. Choose the category where you want to add the new postcard template. Click the edit ( 4 ) tool to
access postcard editing options.

2. Select the Add PostCard option.
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Control Panel : PostCards Management

PostCards M it | Configure Module

Use this page to create o edit categories and postcards, and modify their content and attributes. Click on a category to begin.

# Relsased f Published

© Featured

M Postcards Cate

o gFeatured (5) JFd

Relessed /Mot Published @ Mot Released / Not Published

gories Hame | Date Added | status

I [+] Ecit Army Christmas 1 1210672004
W= Birthday (2) Add PostCard
W Greetings (2) | e B et army christmas 1200712004
W Holiday (3}
™ rid (3) Reorder PostCards

ride
[ uncategorized Batoh Upsate PostCards  Edil Salute 1240712004
# Dpiscarded (0}
Edit Father & Son 1210872004

3. Enter information for the postcard you want to add. Press Browse to find the image you want to

use for your postcard template.

4. Enter a PostCard Name and PostCard Description. To expand or collapse the description field to

&

%
show more or less text, press the controls.

5. Then, enter a Source for the postcard (person or organization providing the postcard) and a Date

Posted.

6. Choose a Text Display option for the template. This determines the layout for the sender’s

customized message to the recipient.

FosiGards: Add PoslGara

Comrol Paned : PostConids Manneiment . Adi PosiCand

Pos1Cards M

t | Coufimn e Modide

Thiss page allowss: you to adil ot pastcan i inchiding its states and sdewing pennissions..

Current Category: 88 Featured

T Choose PoutCand
T PosiCard Name

TPosiCerd Peppiplion

S0 [Lrmy

Diiatir Posited

Teat Lisplay

[ktoph RyPustCarda’ £lag. dpu|  Bowe |

|Vereran'a Day Saluce

|pemenber ing all Chose who
aerved for our countey.

Thota Servier
12/ 13/2004%| m

{2 Texd on Side {Defaully
3 Tet on Dattom

Status

O Mot Approved
i Approved, But ot Releazed
@ Released

Spell check Save and Next Cancel

7. Choose the Status for the postcard. If desired, press the Spell Check button to double check your
text. Press Save and Next to continue adding your template.
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8. Enter applicable keywords to help users find the postcard during system searches. Press Finish
to add your template to the system. If your postcard has been released, users will be able to
choose your template when creating postcards to send to their friends or family.

15.2 Updating or Deleting a Postcard Template
1. Go to the Postcards Management page.
2. Find the postcard you want to modify and press the Edit link the item’s name.

PostCGards: PostCards Management

Control Panel : PostCards

PostCards | Configure Module

Use this page to create or edit categories and postcards, and modify their content and attributes. Click on a category to begin,

® Released J/ Published Released [Mot Published @ Mot Released / Mot Published

M postCards Categories Hame | Date Added | status

o F ootured (2) JE4 © Edi Veteran's Day Salute 121312004 .
IB uncategorized (0) Ry
# Discarded (0) © Edi Holidays Posteard 1211412004 .

3. To update a postcard, make your changes in the Update Postcard screen and press the Save
and Next button. Change any of the keywords for the postcard and press Finish to apply your
changes.

4. Toremove a postcard, press the Discard button. The system will move the postcard template to
the Discarded postcard category and it will no longer be available as an option for your site
visitors. You can also discard an item by dragging the piece of content from the right side of the
PostCards Management screen to the Discarded category on the left hand side. A pop up
window will ask if you to choose between wanting to Create a shortcut to this PostCard or Move
this PostCard into this Category. To completely discard it, you want to move the postcard.
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PostCards: Update PostCard.

Control Panel - PostCards Update PostCard

PostCards Management | Configure Module

This page allows you to update postcard information. You may also update postcard status and change the viewing permissions
for certain access levels.

Update PostCard | Kevwords | Related tems

Current Category: & Featured
Current PostCard:  [2] Veteran's Day Salute

General Information

Current PostCard

“PostCardMame  [yereran's pay salute

" PostCard Deseripion  |pemenbering all those who v

served for our country.

Date Posted
TextDisplay (2 Text on Side (Defaul)
O Texton Bottom

SOUMEE  [army Photo Serviee

View State

Status O Mot Approved

© Approved, But Not Released
@ Released

Spell Check Save and Next Discard Cancel

15.3 Reordering Postcard Templates
1. If you want to change the order of the postcards on your site, press the edit #tool to next to the
category name and select Reorder PostCards.

2. Click on each postcard that you want to move and, while holding the mouse down, drag it to the
desired position in the list.

3. Once you have reordered all of the postcards that you want to change, press the Save Changes
button to save the new order. The postcards will now display on your site in the new order.
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16 vFRG Store

The vFRG Store allow Army NAF organizations to create online storefronts to feature and sell unit
memorabilia, souvenirs, t-shirts, etc. You can use the VFRG store management tools to add new items to
your store, manage your inventory, and manage customer orders.

swdact FRG | 20 Baigade Combat Team (2BCT)

WMigwCan | My hssaunt

Slon

L - G L-5hT #

i BT agE CUTKHTA Rabng ]
Bulei 17150

T G Manaead &

Heirags Cuitaiig Biing (1]
Paias §05%
To access the store management tools:

1. Navigate to the Control Panel index.

2. Click the Store link. You will see the Store Administration Center page. You can access
management functions for the store from this page.

Control Panel : Welcome to the Store Administration Center

Store

Please select an option below to begin.

Welcome to the Store Administration Center =

Manage Items
Click here to manage the itermns available in the store.

Manage Inventory
Dizplay all items and the inventary information

Click here to view customer orders.

View Orders N

Store Settings
Click here to update the settings for your store.
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ent Home | Control Panel | Logout | Profile

Store: Welcome. to. the Store Administration. ..

Control Panel : Welcome to the Store Administration Center

Store | Configure Module

Please selact an option below to begin.

Welcome to the Store Administration Center =

Manage Items
Click here to manage the items availakle in the store.

Manage Inventory
Display all iterns and the inventary information

Add a New Item Type

Click here to add a new item type

Click here to editand delete different item types.

View Orders
Click here to view custorner orders.

Manage Item Types

Store Settings
Click here to update the settings for your store

16.1 Adding Merchandise to the Store

1.

Click the Manage Items option. You will see all of the merchandise categories for your site.
Featured items are displayed more prominently within your store. Visitors to your store will see

these items first.

Click the category where you want to add the new item. Press the edit ( & ) tool to access the

editing tools for the category and choose the Add Item option.

lent Home | Control Panel | Logout | Profile

Store: Store Management

Coutrol Panel : Welcome to the Store Adimini jion Center : Store

Store | Configure Module

Use this page to create or edit categories and items, and modify their content and attributes, Click on a category to begin.

# Released / Published Released / Mot Published  ®  hot Released § Mot Published

I store Categories Hame
b §Featured (3) 4
[ uncategorized i pem

¥ bi ¥ Edt FRG Mus 1271372004 .
W piscarded (o) L it g

| Date Added | Status

| © it FRG Sweatshint 121132004 .

Reorder hems ) Edt FRGBaseball Cap 121132004 .

Estch Updste hems

Enter details for the new item, including the Item Name, Item Description, and Item SKU.

Choose the Status for the item. An item must be approved before it can be released to the public

site. You may only approve an item if you have the appropriate user access level.

For the View options, choose whether you want All (if you want all users to be able to view the
item), None (to hide the item from all users), or Specific (to choose which user access levels

should be able to view the item).
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6. Press Spell Check to double-check your text entries, if desired. Press Save and Next to continue

adding item details.

Store: Add New. [tem

Control Panel - Welcome to the Store ini: lion Center : Store Add New ltem

Store | Configure Module

Use the form below to insert a new item.

Current Category: 8 Featured

General Infermation

Tltem Descriplion  |Fpg T-Shirt featuring our FRG y
logo. Heavy duty cotton.
ivailable in adult sizes 5, H,
L, or ZL.

ltem SKU ‘75190 ‘

Status O NotApproved

© mpproved, But Not Released
@ Released

view @ an Ownone O Specific

Spell Gheck Save and Next [SaveAndAddAnother] Gancel

7. Next, enter additional information for the item, including Price, the number of items in Stock, and

the Weight (Ibs).

8. If you want to add a picture of the item, use the Browse button to locate the image file on your

computer. Press Continue to move to the next step.

Control Panel : Welcome to the Store Administiation Center © Store Management = Add New Hem © ltem Details

Stoi & | Configiu e Module

Please complete the Torn below.

Price 323.99 ‘

Stock

40 |

Weight (Ibs) i 1 ‘

Upload an associaled image ka\tﬂfﬂema\tamto.,}pg[ Browsa... ]

Continue Cancel

nt Home | Control Panel | Logout | Profile

9. Finally, add an Editorial Review for the item, if desired. To expand or collapse the field to show
more or less text, press the “ ¥ controls. Press Finish to add the new item to the store.
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ent Home | Cantrol Panel | Logout | Profile

= . Welcome to the Store Administration Center : Store Management | Add New ftem : em Details : ltem Details

Store | Configure Module

Please complete the form below.

Item Details [+

Editotial Review  (Tnis shire is a great vay to
show support for your deployed
spouse. Limited guantities
availsble! ||

Spell Check Finish Gancel

10. You will see the confirmation screen for the item. Press the Return to Management button to
return to the Store Administration page.

Store: Contirm/tem

! Store Management : Add New ltem : ftem Details . ftem Details : Confinm ltem

Store | Configure Module

‘The item 'FRG T-Shirt’ has been saved successfully.
Please confirm that the information below is correct.

General Information

ltern Mame  FRG T-Ghirt

ltern Description  |[pRg T-Shirt featuring our FRG
logo. Heavy duty cotton.
ivailable in adult sizes S, H,
L, or XL.

Item SKU 78180
Price  $2388
Stock 40
Weight (lbs) 1

Assaciated Image

Editorial Review

-
n
-

Editorial Review  [This shirt is a great way to AR
show support for your deployed
spouse. Limited guantities
available!!

Make changes Return to Management

16.2 Editing or Deleting Store Items
To update an item or remove it from the store:
1. Click the Manage Items option on the Store Administration page.

2. Find the item and press the Edit link next to the item’s name.
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Store: Store. Managereni

Control Panel : Welcome to the Store ini Center : Store I it

Store | Configure Module

Use this page to create or edit categories and items, and modify their content and attributes, Click on a category to hegin.

© Releacer [Fublished  © Relessedt /ot Published @ Mot Releassd f ot Publishedt
I store Categories Hame | Date Added | status
hod ~catured (5) I © it FRG Sweatshint 121372004 .

I§ uncategorized (0)

¥ Discarded (0) O Edit FRG Mug 12132004 .
O Edit FRG Baseball Cap 12132004 .
[+] Eclit FRG T-Shirt 121312004 -
() m% FRG Mousepad 121142004 .

3. If you want to edit the item, change the necessary information and press Save and Next.

4. If you want to remove the item from your store, press the Discard button. The system will move
the item to the Discarded store category. It will no longer be visible in your Web store.

Store: Update ltem,

Control Panel : Welcome to the Store Center : Store : Update ftem

Store | Configure Module

This page allows you to update item information. You may also update item status and change the viewing permissions for
certain access levels.

Current Category: & Featured
Current ttem: 2] FRG T-Shirt

General Information

* tern Marme |FRG T-Shirt ‘

FRG T-$hirt featuring cur FRG
logo. Heavy duty cotton.
Lvailsble in adult sizes 3, M,
L, or XL.

Itam SKU |73190 ‘

Status O Not Approved
O Approved, But Not Released
@ Released

View @ al Onone O Specific

_Spell Check Save Save and Next Discard Cancel

16.3 Managing Store Inventory

1. Click the Manage Inventory option on the Store Administration page to see a list of all the items
and the number of items in stock, ordered, and used to fulfill orders.

2. To update current stock quantities (e.g., if you receive a new shipment of merchandise) change
the Current Stock quantity and press the Update button at the bottom of the screen.

3. To print a list of the current inventory for your store, click the Printer-Friendly Version button. An
inventory list will display in a new browser window. Use your browser’s print command to print the
list.

4. If you need to add a new item to your store, see Adding Merchandise to the Store.
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5. If you need to remove an item from the store or update an item’s description, see Editing or
Deleting Store Items.

6. To return to the Store Administration Center, click the Welcome to the Store Administration link at
the top of the page.

Siorex Manage [nventory.

Control Panel : Welcome to the Store i ion Center : Manage Inventory

Store | Configure Module

Display all items and the inventory information.

Projected

Hem Name Current Stock Stock

Ordered Approved Processed Received

FRG Mug 20 5 0 0 0
FRO Sweatshirt E] H 0 0 i
FRG Basehall Cap %5 0 0 0 0
FRG T-Shirt w0 D 0 0 D

Printer-Friendly Yersion Update

16.4 Viewing and Managing Orders

With the Store module, you can change the status of an order to reflect processing status and add
shipping tracking numbers to order.

1. Click the View Orders option on the Store Administration page. You will see a list of customer
orders and their status.

2. Press the View Order link to view a customer’s order. The Order Summary shows details for the
order.

Coutrol Panel : Welcome to the Store A Center ; Orders

Store | Configure Module

Below is alist of orders completed by customers.

View Orders [=

Date Placed User Hame Order Status  Payment Status
15570 120132004 11502 PM  John Smith - Received Ready For Payment $60.24  Wiew Order Update Order
17848 1211352004 1:14:22 FM John Emith  Received Invoice Mot Prepared  $889.88  View Order  Update Order

3. To print the order summary, press the Printer-Friendly Version button. A copy of the order will
open in a new browser window. Use your browser’s print command to print a copy of the order.
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Store: Order. Summary.

Control Panel : Wel to the Store Admini ion Center : Orders @ Order Sunimary

Store | Configure Module

Order Summary [*

Order Number: 15570

Shipping Address: Send Payment To

John Smith
8501 Mission Bivd
San Diego, California 92109

Name Quantity Price

FRG Mug i $10.00

Subtotal: $50.00

Shipping & Handling (x: F8.00
Taxes: $2124
Total: 6024

Printer-Friendly Version

4. To return to the Orders page, press the Orders link at the top of the page.
5. Press the Update Order link to manage an order.

Store: Orders:

Control Panel : Welcome to the Store Administration Center : Orders

Store | Configure Module

Below is a list of orders completed by customers.

View Orders =

Order D Date Placed UserMame Order Status  Payment Status
15570 121372004 1:15:02PM  John Smith  Received Ready For Payment $60.24 View Order Update Qrder

17848 12M3/2004 1:14:22 PM John Smith  Received Invoice MotPrepared  $39.98 View Order Update Orde

6. In the Payment Status screen, you can add Shipping costs, Taxes, and any Additional fees for
the order.

7. Change the Payment Status for the order: Invoice Not Prepared or Ready for Payment. Once you
change the status to “Ready for Payment,” an email will be sent to the user, with the total
including the shipping, taxes and other fees you add here. Press Save and Next.

8. Inthe next screen, you can update the Payment Status for the order once you have received the
customer’s payment for the order (usually through the mail.) Select “Payment Approved” if you
have received and accepted the customer’s payment. If you have received the customer’s
payment, but cannot accept it, select the Payment Denied option.
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Store: Payment Status

Control Panel : Welcome to the Store ini: ion Center : Orders . Payment Status

Store | Configure Module

Current Payment Status

Payment Status
Ifyou hawe received paymentwerification click the appropriate option below

Current Payment Status ~ Ready For Payment

*Payment Status @ Paymant Approved
O Payment Denied

Save and Next Klext Cancel

9. If you have approved the payment, change the Order Status of the order.
10. “Received” indicates that you have received payment for the order.

11. “Pending” indicates that you have received the payment, but are still in the process of preparing
the order for shipment.

12. “Processed” indicates that you have received payment and sent the order. Enter a Tracking
Number for the merchandise shipment.

13. “Cancelled” indicates that you have cancelled the order. You should send payment back to the
customer.

Store; Order. Status

Control Panel : Welcome to the Store ini ion Center © Orders : Order Status

Store | Configure Module

Current Order Status

Order Status [+

Recommended Status: Approved OR Processed

TStalus O Received
O Pending
@ Processed
O cancelled

Tracking Number  (ups r2026820992992002 |

Finish Cancel

!

14. Press Finish to apply your changes.
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16.5 Specifying Store Settings

If you change store settings, they will affect payment options for future orders.

1. Click the Store Settings option on the Store Administration page.

2. Choose the Payment Method for your store and the POC Name and Address details. The 'Check’
and 'None' options do not require payment information or payment address. At this time accepting
‘Credit' payment is not "real time" due to lack of integration with both Credit Card and Shipping
Rate authorization entities.

Storer Store Setiings

Control Panel : Welcome to the Store Administration Center : Store Settings

Store | Configure Module

Use this page to set the options for your store.

Changing this setting will only affect payment options for FUTURE order. The 'Check' and 'None' options dao not reguire
payment information of payment address. At this time accepting 'Cradit payment is not"real ime' due to lack of integration
with both Credit Card and Shipping Rate authorization entities

Payment Method & check O None
O Gredit

POC Name ‘ |

\/L —

3. ldentify the default Tax Rate for your store and indicate if you want to Use a Flat Shipping Rate. If
you choose to use a flat shipping rate, enter the rate for the appropriate carrier. (Note: Since
orders are not processed in real-time, this option is not recommended for order pricing.)

Choose User Rating options. You can enable numeric ratings or user reviews for your store.

Press Continue to apply the changes to your store.
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17 FRG Site Management Tools

Authorized users can customize their vFRG sites and create new sites with the FRG Management tools.
To access the FRG management tools:

1. Click on the Control Panel link at the top of the page; the Control Panel: Management Index
window appears.

Select FRG > RIEHE - Go Home | Control Panel | Logout | Pr

ControllPanel: Management Index:

Management Index

Calendar Please select a recently used module to manage from the list below, or view the list of all modules to manage to the right
Download Center
FAQ

Fee Feedback
Get suggestions from your user base and assign personnel to read them.

Administration Modules

Forum

Content Modules ~ [= [+

Downloai Center Photo Gallery
Organize and manage the downloadable files you want to make Create personalized online scrapbooks to store collections of your
available to your users, images and photos,
FAQ PostCards
Answwer your users' Fregquently Asked Guestions, Create new postcard templates
Forum Services Locator
Manage your Forums here, Erter things
S16ra Links Store
Sior Organize your links to other sites and control how they are Store

dizplayedto users.

Subscription List

Survey News Survey
Mewys Aricles The survey module alloves site managers to guickly create detailed
Telephone Tree onling guestionnaires. Cortent managers can add unlimited

guestions and capture survey information in & wide range of
formats inchuding free-text, multiple choice formst, ranking and
percentages.

Paie Builder
Allioves the online creation of dynamic web pages.

2. Click the FRG link either from the navigation menu on the left, or within the Custom Modules
area. The FRG window opens.
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Control Panel : Manage FRG Bannen

Manage FRG Banner | Manage Admin Accounts | FRG Creation Wizard | Site Shortcuts | Configure Module
FRG Roster | Edit FR.G | FRG Manadgement |

Module Options | Update Module Permissions

Upload or create your FRG banner here. Uploading a new image will take effect immediately.
Manage FRG Banner [+

Test vFRG

yiew fUll size image

(_:reale a banner from one th_e following t_ernplatgs

Flease select a hackground image for your banner.

Banner Select
_

3. Options for FRG site customization are listed as links across the top of the page and you can
access the options by clicking on the appropriate link. The options included are:
Manage FRG Banner
FRG Roster
Manage Admin Accounts
Edit FRG
FRG Creation Wizard
FRG Management
Site Shortcuts
Configure Module

17.1 Manage FRG Banner

You can change your sites banner by choosing a new image from the FRG main window, or by selecting
the Manage FRG Banner option.

To change your FRG site banner:

1. Choose the Manage FRG Banner option. The only change you'll see in the window will be the
window title, which is now FRG: Manage FRG Banner.
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ERG: Manage FRG Banner.

Control Panel : Manage FRG Bannet
Manage FRG Banner | Manage Admin Accounts | FRG Creation Wizard | Site Shortcuts | Configure Module

FRG Roster | Edit FRG | ERG Management |

Upload or create your FRG banner here. Uploading a new image will take effect ilmmediately.
Manage FRG Banner =

Test vFRG

! : wiew full size irmage

Create a banner from one the following templates

Flease select a background image for your bhanner.

Banner Select
-

2. Select the check box of the desired banner and press Continue. The FRG: Preview Banner
window will appear.

ERG: Preview Banner m——

Control Panel : Manage FRG Banner : Preview Banner

Manage FRG Banner | Manage Adinin Accounts | FRG Creation Wizard | Site Shortcuts | Configure Module
FRG Rostel | Edit FRG | FRG Management |

Preview your custom banner.

Ifyou are satisfied with vour banner, please click the Finish button. Otherwise, please click the Discard button to create anather
hanner.

Test VFRG

This Is a Test

Discard Finish

3. Select Discard if the new banner is not suitable, and reselect. Select Finish to finalize the banner
selection.
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17.2 FRG Roster
Registered VFRG system users can subscribe to released individual FRG sites. Subscribing to an FRG

site puts the user on the FRG’s roster. Users may subscribe to more than one FRG. For more information

on how to subscribe to an FRG site, see FRG Subscriptions.

To view the FRG Roster for your site:
1. Go to the Control Panel and select the FRG link. The FRG management window appears.

Comtrol Panel : Manage FRG Banner : Preview Bannel

Manage FRG Banner | Manage Adimin Accounts | FRG Creation Wizard | Site Shortcuts | Configure Module
FRG RBoster | Edit ERG | FRG Management |

2. Press the FRG Roster link at the top of the FRG Management page for your FRG site.

3. You will see all of the users who have subscribed to your FRG, along with any contact and
username information.

View the users of your FRG,

FirstName  John

LastMame  Anderson
Username  FRGAdmIn
Password T

Greeting Name  John Anderson

Email  john@mail.com

Address 111 Main Street

W
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17.3 Manage Admin Accounts

With the Manage Admin Accounts you can view the Admin Accounts and subscriber user accounts who

have subscribed to your vFRG. To change access, be it administrative or user, to your VFRG site, refer to
Section 4.

1. From the Control Panel window, select FRG, the FRG window will appear.

2. Select Manage Admin Accounts customization option. The User List for your vFRG website will
appear. You will not be able to edit accounts within this function. Please refer to Section 4.3
Modifying Your vFRG Site Subscribers.

17.4 Edit FRG

With the Edit FRG option, you can change the name of your FRG site and indicate whether or not the site
should be released to the public.

1. Click the Edit FRG customization option.
2. If necessary, change the Name of the FRG site.

3. Use the Released checkbox to indicate whether or not the FRG site should be released to the

public. If a site is not released, visitors will not be able to view its content through the Virtual FRG
Web system.

4. Press the Save button to apply your changes.

Control Panel : Edit FRG

Manage FRG Logo | Manage Adimin Accounts | Edit FRG | FRG Management | Configure Module

Here you can update the name of the FRG and whether or not it is released to the public.

Edit FRG =

17.5 FRG Creation Wizard

The FRG Creation Wizard takes you, step-by-step, through the process of adding a new FRG site to the
VFRG system. To get started:

1. Go to the FRG Management index page.

2. Click the FRG Creation Wizard customization option.
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ERG: ERG Creation Wizard.

Control Panel . FRG Creation Wizard

Manage FRG Logoe | FRG Roster | Manage Admin Accounts | Edit FRG | FRG Creation Wizard | FRG Management | Configure Module

This Wizard will take you through all of the steps necessary to create a new FRG,

FRG Creation Wizard [~

The FRG Create Wizard will take you through all ofthe steps necessary to creats a new FRG, Click the button below to begin

Create New FRG

3. Click the Create New FRG button to start the wizard. The wizard will launch in a pop-up browser
window.

4. Enter the Name of the new FRG site. If you would like to release the site to the public, check the
Released box. Note: It is recommended that you keep the site unreleased, until you have added
content to it. Press Continue to move to the next step of the wizard.

3 http:/hwww.armyfrg.org - FRG: FRG Creation Wizard - Microsoft Internet Explorer

FRG Creation Wizard

Flease select the FRG in the hierarchy your new FRG will be created under.

|2d Brigade Combat Team (ZBCT) V|

Pleage enter the name ofyour new FRG. Ifthe 'Released’ button is checked, the new subsite will be visible to the
puhlic

_______ Znd Test Battalion

Please indicate whether your new FRG will be viewable by the public. Itis recommended that you iniatially leave
this unchecked, and then change it later once you have added content to your new FRG,

Released
O

5. Next, use the Browse button to choose the image file that you want to use as your new FRG
banner (e.g., a JPG file). This is the image that will display at the top of all of your FRG site
pages. Press Upload and Continue to add the image.

3 http:fwww.armyfrg.org - FRG: FRG Creation Wizard - Microsoft Internet Explorer

FRG Creation Wizard

Please select an imaoe file to upload as your new FRG banner.

" Image File |Deskt0p\BattalanLDgD Jpg| Browse...

Upload and Continue
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6. You'll see the FRG Creation Wizard confirmation screen. Press Finish to close the wizard. Your
active FRG will be set to your new FRG, and you can add or manage content to it through the
Control Panel.

2} http:/hwww.armyfrg.org - FRG: FRG Creation Wizard - Microsoft Internet Explorer

FRG Creation Wizard

Your new FRG has now been created. our active FRG will be now be setto the new FRG.

17.6 FRG Management

With the FRG Management customization option, you can edit or delete any FRG you are authorized to
access. If you have permission to create new FRGs, you can also create them with this option.

1. Click the FRG Management customization option.

2. Alist of FRG sites will display. You will see Edit and Add Sub links next to the FRGs you can edit
or create sub-sites for.

ERG: FRG Management

Contrel Panel : FRG Management

Manage FRG Banner | Manage Admin Accounts | FRG Creation Wizard | View Banner Templates | FRG Configuration |
FRG Roster | Edit FRG | ERG Management | Site Shortcuts | Configure Module

This page allows you to edit any FRG your account has access to. If your account has permissions to create FRGs, you can do
that here as well.

FRG Management [+

-6 CSH Edit
-4and 1D Edit
~HH.D. Eng Brle Edit
47 DISCOM Edit
50 MSH Edit
—-f42 DASE Edit
—-DASE MAINT Edit
~1-17 CAY Edit
—-E42nd Wl BN Edit
47 1D BAND Edit
250 S1G BN Edit
-272 CHEM Co Edit

3. Click the Edit link next to any FRG you are authorized to edit. You will be directed to an Edit FRG
form for the site. Make any changes to the FRG name or release status and press the Save
button. If you want to delete the FRG site, press the Delete FRG button.
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ERG: Edit FRG

Control Panel : Edit FRG

Manage FRG Banner | Manage Admin Accounts | FRG Creation Wizard | View Banner Templates | FRG Configuration |
ERG Roster | Edit FRG | ERG Management | Site Shortcuts | Configure Module

Here you can update the name of the FRG and whether or not it is released to the public.

Edit FRG [*

ParentFRO  [army FRG [¥]

Flease enter the name of your FRG. Ifthe 'Released button is checked, the new subsite will be visible to the public.

TMame  |gg csH

Mickname

Please indicate whether your FRG will he viewahle by the public. ltis recommended that you initially leave this unchecked, and
then change it later once you have added content to your FRG.

Released

Save  Delete FRG  Cancel

18 Blogs

A blog is often characterized as an online diary or journal, but it can have many other uses. It consists of
text that is posted and listed by date, with the most recent postings listed first. Older postings are usually
available under an archive list grouped by month and year. The main goal is to make it quick and easy for
anyone to put their thoughts online. In this case, it allows the vFRG site to become interactive.

Through the Blog Users Guide, which can be accessed through your sites Download Center, or the Army
FRG site’'s Download Center, you will be able to author, and enter Blogs. You will also be ale to edit blog
settings, enter comments, search for blogs and view blogs.

From the Download center, select the Help Documentation link. The window will change, listing all
accessible documentation.

Select the vFRG Blogs link; to open or save the Virtual FRG Blogs User Guide. Please refer to the Blog
Users Guide for further explanations and procedural steps.

19 Calendar

The Calendar module is designed to allow the user to set up specific events in the calendar, it will also
allow you to synchronize the events with MS Outlook’s calendar. Specific information and instructions for
using the Calendar option can be accessed through your sites Download Center, or the Army FRG site’s
Download Center.
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20 Using Xtendable® Server PageBuilder

Page Builder is a powerful tool that allows you to create new, seamlessly integrated Web pages for your
site. While HTML knowledge is not required to use the module, Page Builder supports all HTML
formatting tags. New pages created with Page Builder automatically integrate with the other content and
modules in the vFRG system.

To access Page Builder:
1. Navigate to the Control Panel index.

2. Click the PageBuilder link. You will see the PageBuilder Index, which contains all of the
PageBuilder content pages for your site. Click on a category name to view a list of the Web pages
included in it.

Pagel Builder:

Control Panel : Page Builder Management

Page Builder | Configure Module

View Content Statistics

Use this page to create or edit categories and pages, and modify their content and attributes. Click on a category to begin.

* Released /Published Released /ot Published @ Nt Releasedt /Mot Published
© Featured
I page Builder Categories Hame | Date Added | Status
* Z © Edt Subsitc Home Page 114612004 .
[ uncategorized (0}
# Discarded (0) © Edt FRG Events 124 12004 .

20.1 Creating New Page Builder Pages

New Page Builder pages are added as content items to the Page Builder categories for your site. For
more information on managing Page Builder categories, see Managing Page Builder Categories.

1. Click the category or subcategory name where you want to add the new page.

2. Press the Edit ( 7 ) tool and select the Add Page option.

Page Bujlder

Control Panel : Page Builder Management

Page Builder Management | Configure Module

View Content Statistics

Use this page to create or edit categories and pages, and modify their content and attributes. Click on a category te begin.

® Reloased / Pubiished Released /Not Publisher  ® Mot Released /Mot Puslished
O Featured
M page Builder Categories Hame | Date Added | Status.
padl Featured (1) JI74 O Eit Subsite Home Page 114162004 .

IW uncategorized sy pane

# Discarded (0)
Edit Categor

Reorder Pages
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20.2 Entering Page Details

1.
2.

Enter details about your new page, including the Page Title and Page Description.

Select the Status options for your page. The options are: Not Approved, Approved but Not
Released, or Released. Approved pages have been reviewed by users with approval privileges.
Released pages will be published directly to your public site.

Choose which user access levels will be able to View your release. Select “All” to make your
page visible to all site visitors. Select “None” to hide your page from all visitors. Select “Specific”
to restrict the page to users with specific access levels. Then, choose which access levels should
be able to view your page.

If desired, click the Spell Check button to check all the spelling in your text.

Press Save and Next to move to the next step.

Page Bujlder: Add a New, Page

Control Panel : Page Builder Add a New Page

Page Builder M. | Configure Module

Create anew page to be viewed onthe current site.

Current Category: & Featured

General Information

*Page Destription  [fre pvents A

Status (3 Not Approved
O Approved, But Not Released
OReleased

View @ p O None O Specific

_Spell check Save and Next [SaveAndAddAnather] Cancel

20.3 Choose a Page Layout

Page Builder offers a wide range of layout options to suit your content. Each of the template layouts is
described on screen. Read the template descriptions and choose the best layout for your content.
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Papel Builder: Editi Page G

Control Panel : Page Builder

ofitent

Add a New Page : Edit Page Content

Page Builder | Configure Madule

Use the tools te update the content of the current page. To get started, please click onthe "pencil” icon located at the top of any
“outlet”, Please refer to the Xtendable Server Guide for more instructions.

Current Category: &&@ Featurad
FRG Events

Current Page:

Edit Page Content

O Header Footer Template

Use this layoutto create newsletters or
any type of pages with a banner or logo
onthe top, pictures ortext in the middle,

and contactinformation on the hottom.

O Footer Template
O Three Column No Header This layout is ideal for creating pages that
A three-column layout with no header contain animage nextto a block of text
across the top. followed by contact information

CHeader Template

This layout is excellent for creating a
page with & banner or catchy title and a
lead news storywith 3 photo.

O Two Coluran Template

This layout is perfect for pages where
youwould like to display blocks of
information side by side, such as site
homepages.

(3 Two Column Split Template

This layoutis good for creating pages with
multiple blocks of inforrmation to grab the
reader's attention guickly. You can list
uptoming announcerents, important links,
orfrequently asked guestions,

ORight Bar Template

This layout is great for creating & page with
a rmain block of text surrounded by
supporting information such as an article
with links to other popular articles featuring
that same subject.

O Free Form Template

This layout works well ifyou will be
entering custom HTML inta your page ar
adding large amaounts of content that
doesnt require specific formatting

CPaneled Page

This layout works well Ifyou have a large,
complex page with a variety of different
items you wish to showcase

O Header Three Column
Athree-column layout with a header
acrass the top

Save and Next Cancel

1. Press Save and Next once you've selected a layout.

2. To start building your page, see Developing Content with Page Builder.

Page Builder: Edit Page Gt

Control Panel : Page Builder

onient

: Add a New Page : Edit Page Content

Page Builder | Configure Module

View Content Statistics

Use the tools to update the content of the current page. To get started, please click on the "pencil™ icon located at the top of any

“outlet”, Please refer to the Xtendable Server Gu

Current Category: @ Featured
Current Page: [ FRG Events

Edit Page Content =

le for more instructions.

Sawe Page. Publish Page Preview Page

%) add New Dutlet  ¥51 Page Properties

Sample Content

Version History: [1]

7 ° i Title 7 8

Sample Cortert
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20.4 Developing Content with Page Builder

Once you have created your PageBuilder page, you can add content to it.

Each outlet is independent of the others, and can contain text, images, or even content objects from other

modules.

1. To edit an outlet, press the edit ( 7 ) tool in the top right corner of the outlet. To remove an outlet

from your page, press the Delete (ﬁﬁ) icon in the top right corner of the outlet.

Cdit Page Content

) add ow cutlet B Page Praperties

Community Learning Program

Lurem ipsum dolor sit amet

consectetuer adipiscing elit. Ut bibendum dui eu lorem. Nulls neque neque,
‘accumsan 4, fermentum a, dapibus sd armel, mbh, Suspendisse potent. Cum
saciis natogue penatibus et magnis dis parturiens montes, nascetur ridiculus mus,
Hullam scelensgue.

» Hullam scoumsan gusm sl serm, Ham ullnices susapit nibh.
® Cras nisl lorem, parta non, armaee in, fermantum a, trtar,
sccumssn quam id sem. Nam ultrices suscipit nibh.
# Cras nisl lorem, parta non, arnaee in, farmantum a, tortar.

* Hullarn

Efiam cursis nibh. Class agtent taciti sacinsqu ad litra tarquant per conubia
nostra, per inceatos hymenaeos, Suspendisse facilisis libera ultricies urns,
Integer nuismed viverra adia. Sod sed enim o folls interdum fringilla.

| S Py ] Bttt B [ Brevions Py
Version Histary: 1+ [2]
e
n I
U E
¥ 3
A

ME >smE8F &0

2. To add a new outlet to your page, press the Add New Outlet link. A wizard will guide you through

the process.

To change the title for an active outlet, click the outlet name and type the new title.

To add text to your outlet, type directly into the page outlet.

You can use the Page Builder Toolbox controls to add additional effects to an outlet, including
formatting effects or adding images, hyperlinks, or content outlets.

B 7 U Make text bold, /talicized, or underlined.

= —— Control the justification of text. Make
lines right, full, or left justified.

j'!'{ a Increase or decrease font size.
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ki

Add numbering or bullets to a line.

Ak
i

T8
i

Indent or outdent text.

Create a hyperlink to another Page
Builder page. A wizard will guide you
through the process.

Create a hyperlink to another Web page.
A wizard will guide you through the
process.

Copy, cut, and paste text.

iz

Edit HTML directly. Click this button to
open a window where you can
manipulate the HTML for the active
outlet.

Insert an image into the page. Page
Builder only supports JPEG images.

A wizard will guide you through the
process.

Insert a content outlet. Content outlets
allow you to display information from
other Xtendable modules. A wizard will
walk you through the process.

Undo the last action made, or redo an
action that has been undone.

[

Change the style of the header (title bar)
of this outlet.

=]

After selecting an image you have
inserted, you can choose how the text
wraps around that image. The options
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Control

Effect

are no wrap (text will not appear to the
sides), left (text will wrap around the
right side), or right (text wraps around
the left).

6. To move to another outlet on the page, simply click the outlet and choose the editing tool to edit

it.

20.5 Saving and Publishing Pages

Once you have created your page with Page Builder, you can save the page, preview it, or publish it.
Saving a page saves the formatting and content you have entered with Page Builder, but does not publish
it to your site. You may want to save a page if you want to finish working on it during a future editing
session. Previewing a page allows you to see what a page will look like before actually posting it to your
public site. Publishing a page releases the page to your public site where visitors will be able to view it. A
good rule of thumb is to save your page as soon as you insert an image, and then add text to the outlet.

The system will store ten versions of the page, in case you prefer the look or content of an earlier version.
The Version History lists each saved version of your page. To revert to a previous version, simply click

the version number.

VersionHistorny: 1-2-3-1[4]

s
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21 Additional Assistance

For help with the vFRG system, you can either use the vFRG online help system or contact technical
support.

21.1 Accessing Online Help

If you have a question while working with the vFRG system, click the Online Help button in the VFRG
navigation bar.

21.2 Contacting Technical Support

If you have any additional questions that this guide did not answer, contact the DefenseWeb Technical
Support Team at (858) 272-8505 or support@defenseweb.com.

Please don't hesitate to contact us regarding your comments, thoughts, or ideas on how we can continue
to meet your needs.
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